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How to organize 
a company library 


EXECUTIVE TRICKS TO SAVE TIME 


The inside story 
of part-time help 

















Pou AO mans other 


Where you spend most of your waking 
hours, naturally you want the best... 
GF Metal Business Furniture. 

It’s styled for beauty of color and line. 
Designed for comfort, convenience and 
efficiency. Fabricated from modern 
materials — welded steel, anodized 
aluminum, Textolite or Velvoleum work 
surfaces, foam rubber cushioning, Bed- 


ford cord or porous plastic upholstery. 
And it’s built for a lifetime of satisfac- 
tion and dependable service. 

The cost of GF Metal Business Furni- 
ture is most reasonable—less than you 
pay to furnish your home living room, 
or for a well appointed car. 


Stop at your local GF showroom and 
see what truly modern office furniture 


MODE-MAKER DESKS ® GOODFORM ALUMINUM CHAIRS 
SUPER-FILER MECHANIZED FILING EQUIPMENT ® GF ADJUSTABLE STEEL SHELVING 


GF metal business furniture is a GOOD investment 


(Circle 821 for 





more information) 





looks like—Mode-Maker desks, Good- 
form chairs, Super- Filer mechanized 
files, all available in smart decorator 
colors, with aluminum in gold, ebony 
and other deep-anodized finishes. You'll 
find the address in your classified 
phone book. Or write for color catalog. 
The General Fireproofing Company, 
Dept. M-50, Youngstown 1, Ohio. 


© GF Co. 1956 
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GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 
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FEDERAL TELEPHONY —‘‘CERTIFIED BY A WORLD OF RESEARCH” 



































Telephone systems in 52 countries helped to make this intercom call! 


Inter-office and in-plant calls made over Federal dial 
intercom systems bring into play telephone engineering 
experience that reaches around the earth... into 52 lands 
... served today by automatic switching equipment from 
telephone factories of the world-wide International 
Telephone and Telegraph Corporation. 

This unique know-how of ITaT associates is not con- 
fined to the manufacture and installation of complete dial 
systems for most of the world’s telephone companies, but 
embraces decades of experience in operating nation-wide 
telecommunication networks! 

Now, business and industry, large or small, can draw 
on this vast telephone background through Federal dial 
intercom...to obtain fast, automatic, and confidential 
intercommunication ... with provision for dial-and-dictate 
service... all from the same dial telephone. 

Federal dial intercom is the proved-in way to give new 
speed to smside calls without obstructing outside calls... 
to accomplish more work per man-hour...to bring to 
your internal communication needs dial performance 
that’s "Certified by a World of Research!” 


(Circle 819 for 


more 





A DIVISION OF 





Federal Telephone and Radio Company 
A Division of INTERNATIONAL TELEPHONE AND TELEGRAPH CORPORATION 
100 KINGSLAND ROAD « CLIFTON, NEW JERSEY 


tn Canada: Standard Telephones and Cables Mfg. Co. (Canada) Ltd., Montreal, P. Q. 
Export Distributors: International Standard Electric Corp., 67 Broad St., New York 
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ELECTRONIC 


Electric graph plotter 


A new graph plotter-follower plots 
one variable against another, in 
algebraic increment steps of 1/100- 
inch at 20 increments per second. 
Developed by Logistics Research 
Inc., the plotter-follower is designed 
for use with digital differential ana- 
lyzers to solve problems in trajec 
tory analysis, cross and auto-corre- 
lation, Fourier analysis, data re- 
duction, and conversion to digital 





form of functions not readily gen- 
erated in a digital computer. By 
adding a potentiometer to the 
standard model, it can also be used 


with analog computers. 

Any dark continuous curve can 
be followed by means of a photo- 
electric light. Since the follower 
seeks one edge, rather than scan- 
ning the line, it can follow any 
change in slope for single values of 
x, and can follow a line of any 
slope up to and including infinity. 
The plotter operates with 11” x 
17” paper on 110 volts a.c. 

For more details, circle number 
891 on Reader Service Card. 


Accounting data processed 
30 times faster 


An electronic brain that will proc- 
ess records 30 times as fast as 
present tabulating machinery is the 
latest accounting equipment added 
by Pan American World Airways. 
According to John S. Woodbridge, 
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Comptroller, the 15-unit brain, an 
IBM 705, will be installed in the 
company’s Long Island City offices. 
The machine can make 8,400 addi- 
tions a second and 1,200 multipli- 
cations in that time. 

One accounting procedure alone, 
which now takes 750 machine 
hours, will be completed in 15 
hours by the IBM 705. But perhaps 
more important, the company will 
be in a position to mine their rec- 
ords for information that has never 
before been economically feasible 
to obtain. Mr. Woodbridge cited 
areas of certain potential uses of 
the new machines over and above 
the acceleration of the routine 
work presently being performed. 
These include: 

1. Providing sales information. 
2. Solving scheduling problems. 
3. Speeding billing operations. 
1. Providing control of inventory. 

Study and preparation for the 
installation of the unit, including 
the construction of a special air- 
conditioned room with humidity 
control, has been underway for two 
years. A 14-man Pan American 
team is now planning the final 
stages of the switchover. The unit 
rents for $30,000 a month. 


Electronic stock control 


Announcement of the purchase by 
the United States Army of a 
$4,000,000 electronic data-process- 
ing system marks the first detailed 
public disclosure of the “Bizmac’”’ 
system. Developed by RCA over a 
five-year period, the new system is 
specifically designed for standard 
business operations. Delivery of the 
“Bizmac’”’ system is scheduled for 
completion this month. It will be 
utilized for electronic stock control 
of replacement parts for military 
combat and transport vehicles. 
The program involves control of 
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What the reviewers said about 


last year’s Workshop for Management 





American Business 
April 1955 


...I1 cannot resist writing and congrat- 
ulating you and the Systems and Pro- 
cedures Association on “Workshop for 
Management.” Not only is the book 
beautifully put together but it seems to 
be an extraordinarily effective manage- 
ment tool. 

A. ROBINSON 


The Research Institute of America, Inc. 


... May I compliment you on the finished 
product, “Workshop for Management’’? 
Frankly, I had not expected to see such 
a handsomely bound and printed book. 
After seeing the finished product, I have 
revised my estimate of the value of this 
work, as anyone taking time to read the 
product should be well rewarded for his 
time, despite the informality of the 
writing. 
FRANK GRIESINGER 
Assistant Treasurer 
The Lincoin Electric Company 


... This is truly an impressive job of 
editing, publishing and book making 
and it should prove a valuable reference 
source to us. 

J. E. ROMIG 


Advertising Manager 
The Standard Register Company 
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Office Executive 
May 1955 


.. . Wish to add our accolade to those 
I am sure you have already received. 

BENJAMIN R. MAKELA 

Publication Manager, THE CONTROLLER 


From a presentation standpoint 
alone, it is one of the finest books I have 
ever come across. 

E. W. MC NAMARA 

Office Manager, The Bassick Company 


... We consider this of decided interest 
to our membership. 
PHILIP N. SCHUYLER 


Field Secretary 
Young Presidents’ Organization Inc. 
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WORKSHOP 
FOR 
MANAGEMENT 


How major American firms identify and solve 





WORKSHOP 


rey 
MANAGEMENT 


their operating problems 





Accept our free trial offer to examine this 500 page achievement 


Bie oS 
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Most books on Electronics or Operations Research are “out of 
date” before the author can finish them. Developments are com- 
ing too fast. No individual writer can keep up with the volume. 


That’s where WORKSHOP FOR MANAGEMENT differs: 


A PRACTICAL SYMPOSIUM ON ELECTRONICS AND 
OPERATION RESEARCH 


In addition to covering all major areas for improving manage- 
ment methods, special emphasis on Electronics and Operation 
Research was featured. All of this material is current—and, 
almost without exception, has never before appeared in print. 
This information is of special value at this time. Tremendous 
strides have been made in the last 12 months in developing 
practical applications for Electronics and Operations Research. 
For the most part, this progress is a direct result of individual 
company effort. It is seldom publicized—except in the kind of 
“off-the-record” exchange stimulated by this Meeting. Using it 
as a base, your company can save months of trial-and-error 
and thousands of dollars of preliminary expenses. In many 
areas, it may permit your company to evaluate whether or not 
these two management tools are usable in your organization. 


1) This book wasn’t “written” at all—it’s a word-for-word 
transcription of one of the most complete management 
conferences and workshops ever conducted. 


2) It deals almost exclusively in terms of end results—the 
practical experiences of the people who attended the recent 
Systems and Procedures Association conference in Detroit. 


ISN’T THIS JUST ANOTHER “BOOK OF PROCEEDINGS?” 


No! Unlike most conferences, there were very few “speeches” 
at this meeting. Its 2,000 attendees were there specifically to 
exchange practical ideas. Careful editing by the Editors of Man- 
agment Methods Magazine has removed all purely local asides 
and repetitions. What remains is a solid, fact-full presentation, 
superbly organized and illustrated. 


With this in mind, glance at the titles in the partial Table of 
Contents below and you’ll see why we are ready and willing to 
offer youu WORKSHOP FOR MANAGEMENT on a firm, money- 
back guarantee basis. 











500 pages heavily illustrated $19.00 
JA CG (iii iit i tt ti i ttt itt itl 
HOW SHOULD ‘‘WORKSHOP”’ BE USED? PARTIAL CONTENTS 
You won’t want to read it from cover-to-cover at one sit- 1. ELECTRONICS FOR BUSINESS A management improvement program 


Work simplification before automation Conference leadership . 
Organizing for an electronics survey es washes management simplifica- 
Survey of General Purpose Computers 0 i 1 i 

Training personnel for Electronics rganization planning 

Installing a large scale computer Application of statistics to business 


ting—or even a dozen. You will want to glance through the 
Table of Contents immediately for quick help on problems 
that concern you right now. 


= ni Measuring office work for incentive 
es ‘ P Some early experience with Univac 
Since most internal operating problems overlap in many EDP for production and inventory con- Statistical controls for performance 
: i ‘ A : ‘ 
fields, you will also want to refer to the detailed index EDP for billing and siantiinns IV. METHODS AND TECHNIQUES 


that coordinates all information in the 500 pages. Integrated data processing 


Integrated data processing at Alcoa 


. OPERATIONS RESEARCH 


Introduction to Operations Research 
Organizing for Operations Research 
0.R. applied to production control 
0.R. applied to inventory management 


Work measurement 
Yardsticks for punched card uses 
Gaining acceptance of the systems pro- 


WHAT ABOUT THE SUBJECT MATTER? 1" 
Consult the Table of Contents. Each of these subjects is 

covered by a practical businessman, or by several men, Galak teak eal of emmnl Wesiiots 
each personally concerned with how to simplify and reduce Cost cutting through records manage- 
the cost of running a business. Each has avoided “theory” Il, GENERAL MANAGEMENT 

and devoted himself to proved-in-practice solutions. Central intelligence program for man- Work simplification 


agement Information handling 
HOW WAS IT POSSIBLE TO COVER SO MANY SUB- 
JECTS IN A THREE-DAY CONFERENCE? 


Each attendee had his choice of dozens of sessions he 
could attend. These sessions ran simultaneously, in differ- 
ent rooms. Obviously, a man could not be in more than one 
place at one time. But you—with this volume in your 
hands—can cover the whole conference. 


gram 
Organizing a Systems & Procedures 
Dept. 


Procedures for the Procedure Writer 


Use coupon below or order card bound in this issue 
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Management Publishing Corporation, Suite A-16 

22 West Putnam Avenue, Greenwich, Connecticut 

Please send me for a 5 day FREE EXAMINATION a copy of “Work- 


shop for Management.” Within 5 days I will either send payment for 
$19, or return the book without obligation. 


Han TUT 


5-DAY FREE EXAMINATION PRIVILEGE 
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replacement inventory of more 
than 200,000 different categories of 
parts, ranging from nuts and bolts 
to fan belts and engines, needed to 
keep military vehicles operative. 

According to R.C.A., “Bizmac’”’ 
offers numerous unique features: 

1. Dual recording. Information 
fed into the system is recorded 
twice, simultaneously, assuring 
maximum accuracy and reliability 
in recording and reading. 

2. Variable word and message 
length. The “Bizmac” system re- 
cords words and messages in actual 
length to minimize both the num- 
ber of tape files required for stor- 
age of given data and the time re- 
quired for processing transactions. 

3. An Electronic Sorter, espe- 
cially suited for an application re- 
quiring considerable file mainte- 
nance and sorting. The sorter han- 
dles such file maintenance activities 
as extracting data for processing, 
deleting obsolete information, and 
filing current and new records. 

4. An Interrogation Unit, which 
can be switched immediately and 
directly to the approximate tape 
file for extracting and printing re- 
quired data. The interrogation unit 
facilitates handling of urgent, un- 
anticipated requests without inter- 
fering with the computer working 
on scheduled assignments. 

5. System Central. Work-dispatch- 
ing center of the “Bizmac” system 
is a unique central operations con- 
trol and switching unit which op- 
erates like a telephone switchboard 
and enables the 
master console to direct, control, 
and integrate the simultaneous op- 
eration of all the various electronic 
units in the system. The System 
Central increases utility and mini- 
mizes idle time since units which 
have completed assigned tasks can 
be switched immediately to new 
assignments. ‘The central control 
also minimizes manual handling of 
tape files and permits connection 
of any tape to any processing unit. 

6. Speed. ‘The system will “read” 
and “write” at the rate of 10,000 
letters or digits per’ second and 
operate at a tape speed of 80 inches 
per second, 
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Prescriptions for Prized Possessions 
WHEN YOU MOVE THE MAYFLOWER WAY 


> Every long-distance move is different . . . different in people 
and destination, in household goods to be moved. This means 
that long-distance moving service needs to be “tailored” to fit 
each family’s particular needs. Aero Mayflower has not only 
produced a service that is tops in quality everytime, everywhere, 
but takes care of the individual requirements of each household. 
This is because Mayflower’s broad experience has made it possi- 
ble to provide all the facilities that might be needed for any 
move, and to standardize them on the highest quality for each 
move. Your nearby Mayflower agent will be glad to arrange 
“customized” service for all your company’s personnel, wherever 
they may be, wherever they may be going. 


AERO MAYFLOWER TRANSIT CO., INC. + INDIANAPOLIS 
ayflower Service is available through selected warehouse agents through- 


out the United States and Canada. Your local Mayflower agent is listed under 
Moving in the classified section of your telephone directory. 





America's Finest Long-Distance Moving Service 


(Circle 801 for more information) 
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courf cases 


by Benjamin Newman, Tax Attorney, Koenig and Bachner, New York 


Are life insurance premiums paid by a corporation on the life 
of one of its officers includable in the officer’s gross income? 


In connection with a stock purchase 
acreement entered into between Cor- 
poration X and Taxpayer (vice-presi- 
dent of the corporation), the corpora- 
tion insured the life of the taxpayer for 
$20,000. The insurance policy con- 
tained the following endorsement, “Be- 
fore the maturity of this policy, the 
right to change the beneficiary and all 


Generally, where a corporate officer's 
life is insured by the corporation with 
his wife as beneficiary, the premium 
payments for the policy are includable 
in the gross income of the officer. How- 
ever, in this case, the corporation re- 
served the right, among other things, 
to change the beneficiary of the policy. 


other rights . belong exclusively to 
X Corporation or its successors.” The 
beneficiary of the policy is Taxpayer’s 
wife. Are the insurance premiums paid 
by the corporation includable in Tax- 
payer's income for Federal tax pur- 
poses? Are these premiums the equiv- 
alent of additional compensation paid 
for by his employer? 


It therefore retained all the incidents 
of ownership of the policy, despite the 
fact that upon the officer’s death the 
proceeds would be payable to his 
widow. Therefore, ruled the Commis- 
sioner, the premiums paid by _ the 
corporation are not to be included in 
computing Taxpayers’ gross income. 





Is the income derived from a covenant not to compete, report- 
able for tax purposes as ordinary income or as capital gains? 


The two taxpayers, who were part- 
ners in an accounting firm composed 
of a total of six partners, had sold their 
interest in the firm to the remaining 
partners. The sales agreement pro- 
vided that Taxpayers were to receive 
$12,000 each. This was in return for 
“intangible assets’’ specified in the 
agreement as files relating to clients, 
library and office furniture, and “the 
right to serve clients in a limited area.’ 


Also contained in the agreement was 
covenant not to compete. Upon re- 
ceiving part of the $12,000, taxpayers 
reported the amount as a capital gain, 
relying on rulings that the sale of a 
partnership interest was a capital asset. 
The Commissioner contended that the 
entire $12,000 was in consideration of 
the covenant not to compete, and was 
therefore to be considered taxable as 
ordinary income. 


MANAGEMENT METHODS 





While the transfer of goodwill is the 
transfer of a capital asset, the Tax 
Court decided that goodwill had not 
been transferred in this business trans- 
action. The name of the accounting 
firm, representing a substantial part 
of the going business value, had been 
specifically retained by the selling tax- 
payers. Since the money was paid pri- 
marily for the covenant not to com- 
pete, it was ordinary income and not 
capital gains, (Estate of F. G. Masque- 
lette, etc., v. Commissioner, decided 
\ugust 9, 1955.) 





Who is an employee for Federal 
employment tax purposes? 


An inventor entered into an agree- 
netic with a company to act as its 
manager, and to supervise the exploita- 
tion of certain rights conferred by his 
license (the inventor possessed an ex- 
clusive license to make, use, and sell a 
certain invention). The inventor was 
required by the agreement to devote 
his best efforts to company business. 
His management activities were sub- 
ject to the control of the Company 
President. All commercial and _finan- 
cial commitments were to be approved 
by the president, and all correspond- 
ence was to be made available to him 
at his request. The inventor received 
a minimum annual salary, or a_per- 
centage of the net profits, whichever 


was greater. The agreement further 


provided that it could be terminated 
at the option of the company, where- 
upon the invention would be reas- 
signed to the inventor. Is the inventor 
to be considered an employee of the 
company under this agreement? 


Under the Federal Insurance Con- 
tributions Act, the term “employee” 
means an individual who, under the 
usual common law rules, has the status 
of an employee. Whether an individual 
is an employee under the usual com- 
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APPLYING RECORDAK MICROFILMING TO 
BUSINESS ROUTINES—NO. 13 IN A SERIES 


23 long-distance calls 


... but billing her is as simple as this —> 


Recordak Microfilming cuts billing time in half for 
more than 200 telephone companies using unique 
system. 


How can a few figures replace lengthy columns show- 
ing each number called, the date, and the charge? 


Microfilming the toll tickets, which are made out every 
time you call long-distance, permits this billing shortcut. 
Only the total amount due need be listed because the toll 
tickets are sent out to the customer with the bill. 


This eliminates tedious hours of transcription . . . and 
errors as well; gives the phone company a photographi- 
cally accurate record that can be filed at the finger tips. 

And it improves customer relations, too . . . all but ends 
questions about bills. For with the tickets in hand, con- 
versations are readily recalled . . . and the duration of each 
call is verified by the time stamps on the ticket. 


Name 


-—————~—~—~—~—~—~—-MAIL COUPON TODAY——————- 


RECORDAK CORPORATION (Subsidiary of Eastman Kodak Company) 
444 Madison Avenue, New York 22, N. Y. 


Gentlemen: Please send free copy of ‘Shortcuts That Save Millions.’ 













Free... 
“Shortcuts That Save Millions” 


This new illustrated booklet shows 
typical examples of how-more 

than 100 different types of business 
—thousands of concerns—save 
daily with Recordak Microfilming. Chances 
are some of the shortcuts described will work equally 
well in your business—large or small. Just mail the coupon . . . o 
obligation whatsoever! Recordak Corporation (Subsidiary of East- 
man Kodak Company) , 444 Madison Avenue, New York 22, N. Y. 


**Recordak” is a trademark 


SRECORDPK 


(Subsidiary of Eastman Kodak Company) 
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originator of modern microfilming— 
and its application to business systems 
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Position 





Company 





New Recordak Reliant does the job of 3 micro- 


City State 





filmers. Saves film .. . 1s easier to operate Street 


(Circle 834 for more information) 
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Clean as the cloud she’s walking on 


—new Hammermill Bond 


HEN cleaner-than-ever Hammermill 
Bond comes into an office, nice 
things begin to happen. Letters start look- 
ing better. The men who sign them notice 
it. And secretaries earn the kind of praise 
that makes everyone feel good. 
Hammermill Bond has always been 
scrubbed cleaner than a nurse’s uniform. 
On its half-mile trip through our plant, 
the pulp is washed and screened and 
bleached and then washed again. That's 
why, in the past, you’ve found so few 
specks to mar its brilliant blue-whiteness. 
Now, a Hammermill invention (photo 
at right) scrubs Hammermill Bond cleaner 
than ever. It gives our fibers an extra 
“bath”, just before they go on the paper- 
making machines. The pulp fibers are 
whirled through cone-shaped pipes. Dirt 


8 


particles, being heavier, are flung to the 
outside and carried away so they can never 
get into the paper. Clean fibers rise to the 
top, and are piped immediately to the 
papermaking machines. There, they be- 
come paper for the cleanest looking letters 
you've ever signed. 


Hammermill spent four years develop- 
ing this invention and half a million 
dollars to install it, just to make your 
Hammermill Bond “cleaner than clean”. 
It's another Hammermill technological 
advance in papermaking that makes 
Hammermill Bond 1) print better, 2) type 
better, 3) look better. Printers 
everywhere use Hammermill <0 9 
papers. Many display this shield. \ 2 
Hammermill Paper Co., Erie, Pa. 


(Circle 850 for more information) 
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‘Ss BOND wank no more 


—and actually less than many other watermarked papers 


mon law rules, depends upon the facts 
in each case. In this case, the company 
does exercise such control over the in 
ventor and has retained rights relating 
to his services, compatible with an 
employer-employee relationship. — Ac- 
cordingly, it is held that the inventor is 
an employee of the company for Fed- 
eral employment tax purposes. (Rev 
enue Ruling 55-561.) 





THE QUESTION 


Does the money a driver re- 
ceives from his carpool riders 
count as taxable income? 


THE FACTS 


laxpayer was a member of a car pool 
and used his car every day to transport 
co-workers to work. Instead of having 
each member take his turn using his 
respective car, Taxpayer used his own 
automobile daily. He received a stated 
sum of money weekly from his car pool 
members. Is this sum taxable? 


THE RULING 


-—— eee 


1955) the Commissioner stated that it 

has long been the position of the In- 

ternal Revenue Service that a car pool 

arrangement where members share the 
responsibility for furnishing transpor- 

tation does not give rise to taxable in- 

come or deductible expense. The Serv- 

ice also holds that monies paid to an 

automobile owner for transportation of | 
fellow employees, constitutes reimburse- | 
ment by them for their individual ? 
share of personal expense normally in- 
curred in the operation of an automo- 
bile for their mutual convenience. This 
money does not give rise to taxable in- 
come to the recipient car owner. 
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sales ideas 


Selling a new product that's 
different from your regular line 





by Frederick |. Wershaw and Robert Gould 


Wershaw-Gould Company, Sales Management & Marketing Consultants 


nme Any manufacturer 
planning to introduce a new product 
that is basically different from his 
current line, is faced with decisions re- 
garding the proper marketing ap- 
proach. For example, recently a prime 
manufacturer of pressure sensitive 
tapes brought out a plastic housewares 
line. With their previous sales experi- 
ence limited to industrial sales, they 
knew very little about the retail trade. 

For convenience sake, their prelim- 


inary sales effort in the housewares field 
was made through their existing sales 
force. After two months, the results 
were quite disappointing. Far more 
important, their regular line of indus- 
trial sales suffered as a result of the 
salesmen’s divided attention. 

Top management made a detailed 
study of the sales volume for the two 
month period both for the current year 
and for previous years. They selected 
records from previous years when eco- 





SOME TIPS TO COMPANIES CONSIDERING A NEW PRODUCT 





properly set up in your plant to handle 
photographic developing and printing is no 
problem when you use Calumet’s stainless 
steel equipment in stock sizes. Calumet’s 
Catalogue and Darkroom booklet show you 
how easy it is, step by step. 


the best photographic 
processing equipment 


made, we believe, comes from Calumet. 

Only the very finest non-corrosive stainless 
steel is used . . . and fabricated so expertly 

by experienced hands that it will look and 
work like new many years from now. !t comes 
as close to a life-time proposition as 

anything you’ll find. 


suited to your needs 


Calumet’s sinks, washers, trays, tanks are 
made in such a variety of sizes, it is simple 

to fit them into virtually any plan. An on-hand 
inventory, too, assures speedy delivery. 
Calumet’s custom department will build to 
your order if you like. 


for less money 


than its superior quality warrants, you can buy 


Develop a director of sales whose job is over-all coordination. 
He should be thoroughly familiar with the production capacity 
and know-how of the factory, and be capable of working 
with sales specialists in other fields. 


Don't burden your current sales force with items totally un- 


long-lasting Calumet equipment. Why? 


Because Calumet sells to you direct .. . no 
salesmen, no dealers. Naturally, its prices 
are lower. 


write today for free 


related to their existing wares. 


catalogue and darkroom 
planning handbook 


Be alert to the various markets and channels of distribution 
that provide sales potential for both old and new products. 
Detail a program to fit the specific needs of the market you 
are trying to reach. 


Take advantage of your key sales supervisors in the field. 
Very often a regional or district manager can be effectiveiy 
taught to oversee an additional salesman in his territory. 


Don't overlook help from outside marketing specialists. 


SEND FOR 
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These two free books are a MUST for any 
plant that has a photographic department or 
for any firm that plans to have one! They’re 
yours without obligation. 


FREE CATALOGUE AND DARKROOM PLANNING HANDBOOK 
“NEW LIGHT ON DARKROOMS” 
... AND VISIT CALUMET'S MODERN DARKROOMS IN CHICAGO 








alumet Manutacturing Company 


DEPT.R 6550 North Clark Street, Chicago 26, Illinois 


Manufacturers of Cameras, Photographic Processing, Studio and Laboratory Equipment 


(Circle 863 for more information) 
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ELECTRONICS... opens up a vast new world of profits 


How much would your profits in- 
crease if you could get fast, accurate, 
inexpensive answers to questions like: 
Where are new markets shaping up? 
Which sales policy will pay off best? 
Are our costs out of line? Why? 
Should we make it or buy it? 


Where can we streamline operations? 
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Find out what this medium-size 
Univac can do for your firm. Write 
for free booklet: TM939. 


UNIVAC FILE-COMPUTER pulls full 
answers to such questions from your 
ordinary business records and oper- 
ating data! Serves them up while 
they’re piping hot—while they mean 
money in opportunities seized, costs 
reduced, customers pleased, con- 
tracts won. Magic?...no, electronics! 


All this in addition to automation of 
your routine bookkeeping: billing, 
inventory, payroll, etc. For Univac 
File-Computer breaks through the 
barrier of human limitations, provides 
electronic speed and accuracy for 
office procedures. It’s a giant step 
toward the automatic office. 


UNIVAC 


FILE-COMPUTER 


Divis 


F PERRY RAND CORPORATION 


Room 1128, 315 Fourth Ave., New York 10. 


(Circle 835 for more information) 


nomic conditions appeared to be ap- 
proximately equal. They also made 
allowances for the number of salesmen 
in the field and the extent of territory 
covered. In terms of over-all totals, prac- 
tically every territory reflected a sales 
decrease. Individual salesman’s records 
definitely showed the top men were 
selling less than when their entire con- 
centration was on industrial sales. 


Shaping the sales program 

It was clear that the regular sales 
force was literally wasting its time cov- 
ering the housewares field. Manage- 
ment finally decided to begin a new 
sales program. One company executive 
was given the responsibility of super- 
vising the program. The first step in- 
volved the decision to use sales repre- 
sentatives rather than salesmen. An 
extensive screening of housewares rep- 
resentatives was made throughout the 
country, according to territorial cover- 
age and adaptability of their sales 
organization to plastics housewares 
or similar product marketing. 


Success of new tools 

The housewares field was thoroughly 
investigated in an effort to create the 
right kind of catalog, point-of-purchase 
displays, and packaging materials. A 
series of calls was initiated to the resi- 
dent buying offices located in New 
York and Chicago. This action was 
calculated to supplement field sales 
calls to department stores throughout 
the country. This, in turn, stimulated 
jobber and chain store distribution. In 
approximately four months, intensive 
department and chain store exposure 
was a reality throughout the country. 
Jobber sales were stimulated to the 
point that in the following four 
months, jobbers accounted for approxi- 
mately 70% of the total business in the 
housewares category. By the end of one 
year, more than two and one-half mil- 
lion units were sold and a nucleus for 
an entire housewares line was in the 
making for the firm. m/m 





Want to speed up 
maximum use of 

electronic office equipment? 
see page 5 for details about the all new 


WORKSHOP FOR MANAGEMENT 
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experts 


THIS MONTH’S EXPERT 





John H. Frank 


Executive Vice President 
Manpower, Inc. 


The concept of the service 
bureau has achieved consider- 
able popularity during the last 
several years. Several nationwide 
organizations have sprung up 
and prospered. 

One of these, Manpower, Inc., 
was begun only eight years ago. 
It now maintains 50 branch 
offices and provides workers in 
more than 100 job titles to busi- 
nesses in every location. 

The principle by which the 
service bureau operates is simple. 
They provide workers to the em- 
ployer at a fee basis, and assume 
all the responsibilities of recruit- 
ment, efficiency, and payment. 
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The inside story of part-time help 





How to save money by ‘‘renting”’ rather than hiring employees 


QUESTION: Mr, Frank, we're going to 
talk about “part-time” help. Let’s get 
off on the right foot by establishing 
what we mean by part-time help. 


ANSWER: 


definition broad. Let’s call it the manpower 


Fine. I would like to keep the 


a business man needs, over and above the 
work his regular staff can do, to get his 
work done. He can use overtime. He can 
hire permanent part-time people. Or he 
can go to a service bureau for people on 
a regular or part-time basis. 

QUESTION: Aside from the handling of 
sudden work “‘overloads,” why would a 
firm want to use a service bureau rather 
than hire an employee of its own? 


ANSWER: Primarily to get the job at 
hand done cheaper and faster. However, 
don’t minimize “overloads.” They aren't 
always “‘sudden,” and often can and are 
anticipated weeks ahead of time. Take the 
case of a firm that, after long and careful 
consideration, decides that it would be wise 
to change over its filing system some time 
in the future. Now, this isn’t an emergency 
situation. It would certainly be possible 
for the firm to hire additional employees 
to do the work of changing the filing sys- 
tem, but it would find it more expensive 
than retaining a service bureau to do the 
job for the firm. 

QUESTION: Do you mean then that 
most “overloads” are chronic and not 
just occasional peaks? 


ANSWER: An 


that the regular staff is unable to handle 


“overload” simply means 


the work load during the normal work day. 
There are dozens of reasons for this sud- 
den increase in work. Among the more 
common, besides changeover of systems 
and procedures, are deadlines caused by 
end-of-month and year-end accounting 
needs, disasters, holiday booms in business, 
installation of business systems, etc. Some 


of these are chronic and can be anticipated. 


WHAT IT COSTS TO HIRE 


AND TRAIN A NEW EMPLOYEE 





scour 
SCREENING 141 
regen a 
TRAINING 1,019 
nei. 
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These statistics for new employee costs are 
from a recent national survey reported by 
Manpower, Inc. 





Others, like a post-disaster problem, are 
singular and require emergency attention. 

UESTION: You say that using a service 
bureau is cheaper than hiring. Isn't it 
true that both are really the same thing 
basically, except if a firm uses a service 
bureau, it is actually paying the salary 
of the service bureau people plus an ad- 
ditional amount to cover the service 
bureau's operating expenses and profit. 


ANSWER: 
pear to be true. Actually it is not the case. 
Let me illustrate the difference with a 


On the surface this might ap- 


typical “overload” situation using as al- 
ternatives, both the service bureau and 
hiring. If the ‘“overload’”’ is chronic—but 
not steady or continuing over a long period 
of time—it is simply uneconomic to go out 
and hire full-time employees to handle one 
specific situation, since it would be im- 
possible to keep these new employees busy 
once the “overload” job is completed. It’s 
important to remember that when the em- 
ployer decides to hire a number of tempo- 
rary employees he faces the problem of 
recruiting them. Unemployment is at a 
new all-time low, so the obtaining of work- 
ers is a difficult task. Such recruitment may 
take several weeks to accomplish and en- 
tails considerable expense in “Help- 
Wanted” advertising or in employment 
agency fees. Naturally, the responsibilities 
and obligations assumed by the firm when 
it hires a full-time employee are consider- 
able and at times rather expensive. In 
addition to the initial recruitment charge, 
which a recent national study estimates at 
an average cost of $218 per employee, the 
business firm must consider the expenses 
entailed in checking references, testing, 
medical examinations, and training of the 
full-time employee. 

Think of the training problem alone. 
A study reveals that, in the clerical field, 
the employee has approximately 44 hours 
of non-productive time, and the supervisor 
spends 8 hours in training each employee. 

Also, the firm must consider the costs of 
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Projectors for pictures an@i 


sound that sell your product 


You spend good money on sound films produced to sell (or train or 
explain). These films deserve to be shown the best way you know 
how. They deserve handling you can trust, on a machine you have 
confidence in. For your answer, just look and listen to one of your 
films rolling through an RCA 400 16mm. Sound Film Projector. 


Here’s the projector that’s as rugged and dependable as top-calibre 
RCA engineering can make it. And still it’s light in weight, easy to 
carry, the easiest to operate. A few minutes instruction in RCA Quick- 
Easy threading and a beginner gets on with the show in five minutes 
time. Amateur or pro, every operator projects pictures consistently 
clear and bright, sound crisp as the sound track can deliver. 


Look at it from any angle, the projector you want to own and use is 
the projector with RCA quality ...a single or double-case RCA 400 
Sound Projector. It’s best for your films and your sales. For the 
projector engineered by the world leader in electronics, choose RCA. 
Write to us for the name of your nearest RCA Audio-Visual dis- 
tributor. Or clip, check and mail the coupon below for complete 
facts. Today! 


AUDIO-VISUAL PRODUCTS 


RADIO CORPORATION of AMERICA 


CAMDEN, N. J. 


RK 


Radio Corporation of America 
Dept. A-281, Building 15-1, Camden, New Jersey 


| Please send me the full RCA 400 Projector story 
Please send me the RCA booklet "Sound in Industry” 


NAME 
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setting up payroll records for the new 
full-time employee, paying such costs as 
unemployment insurance and workmen's 
compensation, and the responsibility for 
sickness or illness of the employee. 

On the other hand, if the firm uses the 
service bureau for such an “overload” situ- 
ation, it simply pays the bureau one lump 
sum for getting the job completed. ‘That is 


the end of its cost and responsibility. 


QUESTION; But couldn't a 


handle an “overload” situation by using 


company 


its own experienced full-time employees 
on an overtime basis so that it wouldn't 
have to go to all the expense and bother 


of hiring new people? 


ANSWER: 


ally agree that this is a poor method of 


Yes, but office managers gener- 


handling “overloads.” First of all, working 
overtime in excess of a normal working 
day drops an employee's efficiency, causes 
poor morale, and leads to greater turn- 
over. Also, too many “overload” situations 
are just too big to be solved by the regular 
staff working both regular hours and over- 
time. The cost of overtime work is pro- 
hibitive because it immediately puts the 
cost of labor at 150 percent of normal. 
Sunday, Saturday, or holiday work is gen- 
eraly double-time or triple-time. 

QUESTION: What about the problem of 
familiarity? Isn’t it difficult to acquaint 
a service bureau employee with the par- 
ticular way a firm may handle things? 


NSWER 


score because service bureau personnel is 


Complaints are rare on_ this 


screened 
rigidly so it is capable of adjusting to dif- 


of particularly high caliber, 
ferent tasks readily and trained to assimi- 
late directions quickly. Also, in many cases, 
the service bureau provides the necessary 
supervision for operation. 

JESTION 
a dollar difference between retaining a 


Then, there really is quite 


service bureau to do a job rather than 
hiring people on a full-time basis? 

WEI Yes. As I recall, your magazine 
recently reported fringe benefit costs that 
ran 18.7°% of salary. (See MANAGEMENT 
METHODS, February 1955). All business 
firms are familiar with the cost of hiring 
and its implications in short-term turn-over. 
DuPont 


that it paid out $85,000 in wages to em- 


The giant organization reports 
ployees while they served jury duty last 
year. That’s just another extra expense. 


What about saving money 





in circumstances other than “overload’’? 


ANSWER: 
always a problem for employers, especially 
in the more skilled jobs. It’s particularly 
difficult to get them because a skilled work- 
er generally wishes to work full-time and 


Securing part-time workers is 


has many firms competing for his services. 
In fact, many times a firm is forced to hire 
a highly skilled worker for a full-time job 
even though it only needs a part-time em- 


ployee. Here again, the employer could 
save a considerable sum by using the 
skilled worker supplied by the service 


bureau to do the job at hand, thus paying 


only for the work it needs done. 


QUESTION: 
same person every time on a part-time 


Can a customer request the 
basis from the service bureau? 


ANSWER The service bureau makes every 
effort to comply with the request of a cus- 
tomer to send a particular worker to do 
the job. However, when a requested work- 
er is already assigned to a job for another 
customer, the bureau supplies a worker of 
similar skill, experience, and ability. 
QUESTION: Are there any other cost 
saving factors to consider? 


ANSWER; Turnover of personnel is of im- 
portance. The automobile manufacturing 
industry recently established that the cost 
involved in the quitting or firing of an 
employee averages $100 per employee, or 
$22,000,000 per year. For an employer with 
a large turnover, this is obviously most 
expensive and a needless cost in view of 
the fact that such turnover costs can be 
completely eliminated by using a service 
bureau. The extent of turnover is of 
particular importance for another reason, 
too. The rate of unemployment compen- 
sation paid by a business firm increases in 
direct proportion to the amount of turn- 
over sustained. Thus, by keeping employee 
dismissals down, a firm reduces its unem- 
ployment compensation costs. This is 
really one of the biggest reasons that firms 
use a service bureau to handle jobs rathei 
than hiring their own personnel which they 
know they will have to dismiss in a few 
months after the job is completed. 


ON: Aside from the economic 
problem, doesn’t an employee with 
stronger continuing ties to a company 
invariably do a more intelligent job ol 
work for an employer than an outside) 


who will be around only a few weeks? 
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ANSWER: Absolutely not. Our employees 
are as loyal to our organization as they 
would be to a regular business firm. Only 
if they do their best work, can they boost 
their stock so they will be given future 
jobs to handle. If we receive a poor report 
on one of our employees, we relieve him of 
his assignment and send someone more 
competent to complete the job. 


QUESTION: You mean that the business 
firm actually has sort of a guarantee 
that the workers provided by the service 
bureau will give good service? 


ANSWER: That's right. The service bu- 
reau maintains a large pool of experts in 
a variety of job classifications. This means 
that from the minute the outside staff 
arrives, the employer can anticipate a 
speedy, competent job. The important 
thing here is that training time is elimi- 
nated. No employer can match this ability 
to round up in a hurry a large group of 
specialists in one particular job. This 
would hold true for all jobs, ranging from 
typists, file clerks, interpreters, to ware- 
house workers and models. 


QUESTION: Are the bulk of your jobs 
in the office field? 


ANSWER: About 60 per cent of the job 
titles involve some sort of office work. But 
we also supply warehouse workers, main- 


How does the service bu- 
reau work? Let’s suppose we need some 
people to handle a direct mail job? 


Instead, suppose I give you an 
actual case history that dramatizes the 
question of deadline meeting. In Massachu- 
setts, an insurance company was faced 
with the tremendous task of typing all their 
new automobile policies at the end of the 
year. This naturally would put a strain on 
a permanent staff. But the personnel man- 
ager called on our service bureau which 
provided the solution. The policies were 
typed in the service bureau’s office using 
its employees and equipment. Though this 
may seem oversimplified, it solved each of 
the problems involved. It placed no strain 
on the permanent staff, and it was done 
efficiently in time to meet a deadline with- 
out cluttering up the company’s office. By 
the way, the company was so pleased with 
the results that we were called in to do the 


same job again this year. 
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QUESTION; Could you outline this case 
cost-wise? How many employees were 
involved? How much did the customer 
pay? How much would it have cost, hir- 
ing clerks on a temporary basis? 


ANSWER; We used 15 girls in handling 
approximately 10,000 policies. Our charge 
ran from 22c to 28c per policy, depending 
on the type of policy involved. It is esti- 
mated that, if the company in question had 
hired its own personnel to handle the job, 
it would have cost 50c per policy. 


QUESTION; Can you furnish an ex- 
ample of a case which did not involve 
an “over-load”’ or deadline situation? 


ANSWER: Yes. Here is a good example of 
a solution to another tough insurance com- 
pany problem. In Philadelphia, our em- 
ployees helped United States Fidelity and 
Guaranty Company change their filing sys- 
tem from numerical to alphabetical. File 
folders had to be typed and the folders’ 
contents culled and rearranged before re- 
filing in alphabetical order. The job was 
done without hampering regular office 
routines. It was begun in February and 
completed in December. Because of the sav- 
ings obtained, we were later asked to 
change the filing systems in all the com- 
pany’s offices. 


QUESTION; How about job situations 
outside the office? Can you furnish any 
examples of the service bureau person- 
nel performing manual labor? 


Wi About four times a year we 
send a crew to Sears Roebuck, Inc. in 
Milwaukee on a weekend to help the firm’s 
regular maintenance crew mop and wax 
floors. This occurs during “sloppy” weather 
when the work is too much for the regu- 
lars. We have also helped during ‘“‘over- 
load” periods in the marking room, and 
for loading and unloading merchandise at 
stores and warehouses. 


STION: How is an outside organi- 
zation able to stockpile a number of 
such widely diversified specialists? 


In this country there is a huge 
reservoir of people who, for various rea- 
sons, don’t wish to take a regular job. Most 
of these are housewives or mothers whose 
first responsibility is to the home. How- 
ever, many of them, because of their pre- 
vious training, are valuable workers and 
can be approached to take occasional or 








... to RCA, the dependable 
sound that helps get things 


done in your plant 





In every situation—from crackling emergency orders to 
mellow work music for keeping production perking— 
an RCA Industrial Sound System performs dependably. 
From the central control console (or any convenient 
microphone outlet) you’re intouch everywhere...instantly! 


RCA Sound has many other useful functions too. For 
management it provides a communication network to 
link up offices, labs, manufacturing areas, and ware- 
houses. It relieves switchboard congestion, saves time 
and manpower in locating personnel, issuing instruc- 
tions, and calling meetings. 


Sound systems are an indispensable, modern manage- 
ment tool for achieving smoother administration and 
production control. Invest in sound you can rely on... 
RCA Sound. REA gets your message across clearly, 
keeps things running smoothly...and pays for itself 
quickly. See RCA advertisement on facing page for 
coupon that brings you the free, informative booklet 
“Sound in Industry.” 


SOUND PRODUCTS 


RADIC CORPORATION of AMERICA 


CAMDEN, N. J. 


(Circle 857 for more information) 
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Mc BEE 


See the happy banker! He’s about to col- 
lect a healthy bet — from a comptroller 
whose company wants a healthy loan. 

Undiplomatic? Maybe the banker 
doesn’t care. The loan, you see, will be 
refused. 

Part of the security offered is in-process 
inventory. On company books, this figure 
is a loose compilation at best. It’s been 
increasing, too — due to a growing time lag 
between receipt of an order and shipment 
of finished goods. Result: a lower produc- 
tion rate, slipping profits. Can you blame 
the bank? 

Keysort punched-card accounting could 
cure this unhealthy situation. With Key- 
sort, you can really control work-in- 





process. You get a complete, detailed re- 
port by the 4th of each month. Knowing 
the facts on time, you can spot bottlenecks 
in production, move at once to keep in- 
process inventory lean and get quicker 
turnover of working capital. 

A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation — fast. 
By the day, week or month, as your needs 
require. Whether yours is a 100-man 
branch plant, or a payroll of thousands. 
At remarkably low cost. 


The trained McBee man near you has a 
presentation which will show you how it’s 
done. /t takes just one hour, from start to 
finish. Phone him or write us. 
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Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio * Division of Royal McBee Corporation 
Offices in principal cities «© In Canada: The McBee Company, Ltd., 179 Bartley Drive. Toronto 16, Ontario 














part-time jobs. The service bureaus have 
been able to tap this reserve and provide a 
steady, efficient work force. Of course, 
many of these people have had more valu- 
able experience than a great many full- 
time employees. 


QUESTION: Ilhis would account for the 
female labor supply to a large extent. 
What other sources are there for the 
other job categories, particularly in 
the male jobs? 


ANSWER: It’s hard to pinpoint one par- 
ticular group. There are so many. Some of 
the more common are college students on 
vacation, and teachers anxious to supple- 
ment their regular income. Of course, 
there are many other workers laid off 
temporarily from regular jobs who seek 
part-time work. There also are many ex- 
tremely reliable men with no family re- 
sponsibilities who wish to work only 


enough hours to provide their basic wants. 


QUESTION: Now that we know who the 
emplovees are, who are the customers? 


ANSWER: Anv_ business with a work 
problem is a potential customer. An cmer- 
gency or “overload” can happen to any- 
body. We have found that disaster situ- 
ations tend to increase our business. For 
example, immediately after a hurricane, 
insurance companies need additional help 
to handle the rush of claims. We have even 
provided a work crew to work for the 
United States Government on the river 
banks to help thwart a flood. 


QUESTION: Do you find that the ma- 
jority of firms needing this type of serv- 
ice are large firms? 


ANSWER: This is a tough question. Our 
own list of customers shows that 79 of the 
top 100 industrial firms in America, and 
13 of the top 14 insurance companies, at 
one time or another have called on us for 
help. Yet, at the same time, thousands of 
smaller firms also have used our services. 
This is not a service only to be afforded 
by a big business. It is just as utilitarian 
for the small businessman—sometimes more 
so. For example, we might furnish a secre- 
tary for a doctor whose own secretary is on 
vacation, a typist for a lawyer who has a 
deadline for his brief. In a small office, a 
permanent overload often exists. Actually, 
when only a “quarter of a typist” is needed, 
but on a steady basis, that’s where we come 
in perfectly. So, big or small, any company 
can benefit by calling on the well-estab- 


lished service bureaus for assistance. m/m 
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by Ray Josephs 


How to make the 5:05 


without a briefcase! 
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diversification. 


average executive is a victim of 
He has too many phones to answer, 
and too many things to read. 

But it isn’t entirely the volume of these chores that 
complicates his life. The real rub is the “ 
tern” 


scatter pat- 
in which his problems hit him. 

There’s no real cure for this chronic disease of 
management. But most top managers have developed 
tricks of their own that help them save a few precious 
hours a week. are culled 
from hundreds that were discoverd during the two 
year’s of research for my new book, “ 


The few dozen offered here 


How to Gain an 


hour or more a day.” (E. P. Dutton, 192 pages, $2.95). 


THE DESK 


Lawrence A. Appley, President, American 
Management Association, has gone from clean 
desk to no desk. Believing desks often ‘‘only bury decision,” 
he sits in an easy chair, writes on a clipboard, relies on an 
assistant to bring him items needing immediate attention. 
Keeping no files or papers, he’s forced to act as quickly as 
possible on new matters. Louis Hausman, Administrative 
Vice-President, CBS Radio, has a similar deskless setup, ex- 
plaining that 85%, 





of his work is talking to other people. He 
finds the informality of his living-room style office encourages 
easier, faster-moving conversation. Milton Biow, Chairman 
of the Board of a Fifth Avenue advertising agency, has a 
tiny, primarily ornamental desk. He even signs most letters 
leaning atop one of his secretary's desks in a passage outside 
his own office. Result: He collects few time-wasting papers. 
An increasing number of other business executives are using 
simple, flat-top, free-form desks with a maximum of one file 
drawer, hanging telephones and even built-in wastebaskets, 
al! designed to reduce distracting, time-wasting clutter. 


TELEPHONES 

Instead of a conventional phone, Mrs. Ivy 
Baker Priest, 
lightweight headset similar to those of operators, leaving 





Treasurer of the U.S., uses a 


both hands free to go through piles of mail and reports. 
Management Consultant George S. May has a similar head- 
set. Without tiring himself by constantly picking up or hold- 


JANUARY 1956 


ing a heavy receiver, he makes and receives as many as 
200 calls daily. He doesn't mind waiting for a caller to avoid 
time-wasting call-backs, since he's busy, not doodling. Real 
estate developer William Zeckendorf, and many others, 
subscribe to a service which provides a six ounce, batiery- 
run pocket radio receiver, signals important calls without 
need for the user to take time to contact his office constantly. 
Sonja Henie, an astute business woman as well as an enter- 
tainment personality, systematically groups incoming and 
outgoing calls to save time; discovers it saves her up to 30 
minutes daily. Secretaries to many busy men keep careful 
records of when persons most frequently called by their boss 
are least likely to be busy—thus save wasted, uncompleted 
call efforts. 


SPEEDING UP MEETINGS 


oN, Nie wd 
gar Department store executive Max Hess hastens 
his conferences by holding them standing up. 
He has no regular office. Instead, he walks around to depart- 
ments—finds that when standing, preliminaries are dispensed 
with. Everyone gets down to the heart of the problem, deci- 
sions are speedier, and generally most effective. Its hard to 
be pompous and long-winded standing up,” he explains. 
Investment broker, Arthur Weisenberger saves time by 
discussing business before lunch rather than after. 
he adds, 


trivialities.”’ 


“Since 
everyone wants to eat,” “little time is wasted on 
polite, but meaningless, Film producer Sam 
Goldwyn has ended lengthy business luncheons by making 
all dates for 1:00 P.M., 
pointments. Anna M. Rosenberg, former Assistant Defense 
Secretary and War Manpower Board Head, refuses to sched- 
ule meetings likely to run over 15 minutes without pre- 


announcing unbreakable 2:30 ap- 


circulating an agenda, usually marked out with questions to 
be determined. Wherever possible, she grants interviews only 
if the specific area to be covered and decisions to be reached 
are previously submitted. 


Ok 


into offices. By inviting guests in they, themselves, 


LUNCHING TIME 


Lehman Bros., New York investment bankers 
and other firms, have elaborate kitchens built 
save up 


to 45 minutes to an hour, and so avoid the need to go to 


How other executives 
save time 








Alfred E. Lyon, Board Chairman, Phitip ‘fee: 


Inc., speeds up committee decisions by ronls was 
all meetings late in the day. “Since most 


anxious to get home,” he baa met -for- 
sake is held to a minimum. uently, a eee 
which might take three hours is ee solve in ee: 


ing are settled in one, or less, at day’s end.” 





Juan Trippe, founder and moving spirit. of .Pan- 
American World Ai rways, finds his greatest time- 
saver a stack of v x 5” color dime-store file cards. 
He carries them in pocket, fills them in rg. waiting 
for elevators—and flying. Green elect list letters to 
be written; yellow cards, calls to be made, and blue, 
things to discuss, “Writing by groups is the key 
saving time,” he says. 


S 
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TO LOOK BETTER, FEEL BETTER, WEAR 
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Cosco Chairs are “Office fashioned”—designed by 
seating engineers, mass-produced by skilled craftsmen 
to give you the best in posture seating. A free trial 
will convince you that Cosco offers you today’s great- 
est value in office chairs—they are better looking, 
more comfortable, and outlast others costing up to 
twice as much. See for yourself. Call your Cosco 
dealer today. 


Find your COSCO dealer in yellow pages of phone book 
or attach coupon to your letterhead 


r 
| HAMILTON MANUFACTURING CORPORATION, Dept. MM16 Columbus, Indiana 


| () Without obligation, send COSCO Secretarial Chair on free 
l 10-day trial. 

| (J tl also want free trial on Executive Chair [_] Conference Chair 
1 (1 60-Y Felding Chair [] Full information on COSCO Chairs 


| Firm... ; 
| 


| Address 


| Also available in Canada, Alaska and Hawaii through authorized COSCO dealers. 





LOGO], Hi 


BETTER! 
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Model 18-TA 
Executive Posture 
Chair 

$48.95 


($51.45 in Zone 2 ) 


Model 20-LA 
Conference Arm 
Chair 


$28.95 
($30.95 in Zone 2) 





Model 60-Y | 
Space-Maker f 
Folding Chair | 

$10.50 | 
($11.95 in Zone 2 ) i 


(Zone 2—Texas and 11 Western States) 
COPYRIGHT, 1956 


(Circle 824 for more information) 











midtown or other crowded restaurants. Part- 
ners can keep working until guests arrive 
and be back at work a few minutes after 
lunch—with no time wasted in_ travel. 
Chandler’s, Manhattan restaurant, has in- 
stalled dictating machines for busy men who 
want to use the waiting time to complete 
additional work. Memos or letters are trans- 
scribed while they eat, typed copy returned 
with the check. (Note: Many time-conscious 
business men also use coin-operated dicta- 
ting machines installed in soundproof booths 


in hotel lobbies, airports, railroad terminals.) 


MAKING RESERVATIONS 


Robert A. Whitney, Presi- 

dent, National Sales Execu- 
tives, finds that despite the ease of making 
a reservation, at least 50% of all business 
people still wait in line at crowded luncheon 
places—and often for railroad, airline, store 
pick-up, and other services. Whitney has 
estimated he saves between 20 and 45 min- 
utes daily by rarely going anywhere without 
an advance call. 
GAINING UNINTERRUPTED TIME 
Leo Cherne, Executive Direc- 
: tor, Research 
America, has discovered that most execu- 





Institute of 


tives actually don't have 20 minutes uninter- 
rupted time during the day for even most 
important decisions. Cherne’s solution: A 
personalized activity analysis system. He 
notes all anticipated activities, then uses 
colors to indicate different categories—red 
for contacts with superiors, blue for contact 
with subordinates, green for administrative 
tasks. By grouping colors and scheduling his 
day, he’s able to perform related tasks in 
sequence rather than at different periods. 
This cuts “make ready” time, walking to 
other locations, and similar wasted time to 
an absolute minimum. 

President Eisenhower's normal sched- 
ule calls for fitting in as many appointments 
as possible in the morning, saving afternoons 
as uninterrupted as possible for studying 
major problems. Defense Secretary and for- 
mer General Motors chief Charles E. Wil- 
son makes it a practice to lock office doors 
and silence incoming calls for certain regu- 
lar periods daily—reporting he's “‘out'’ rather 
than The 
annoys many outsiders. Some business men 
go to a “secret office’ outside their own 
building, or hide out in unoccupied offices 


“in conference.” latter phrase 





Many make time for themselves, and also 
soothe jaded business nerves, by taking oc- 
casional ‘rest cures’ in their own beds. They 
stay under covers, eat only light meals, take 
time to think through major issues while 
mental and physical condition improves. 


CHEDULES 


Crawford H. Greenewalt, 

President of duPont, believes 
every moment spent in planning saves three 
or four in execution. Wherever possible, he 
seeks to visualize on paper what will happen 
in each step he plans to follow to accomplish 
tasks. He also suggests making a study of 
your own repetitive activities with the eye of 
a time-and-motion expert watching some- 
body else, explaining: ‘Since you know your 
own job better than any outsider, you should 
be able to develop your own best routine if 
you make it your business to do so.” 

Fred Lazarus, Jr., President of Federated 
Department Stores figures he saves at least 
25 minutes daily by writing out a one week's 
schedule, then keeping constantly before him 
the ten most important jobs ahead. Daily 
he re-evaluates matters of highest priority, 
tackling toughest tasks first. Henry Ford Il 
plans work a month ahead on letter-size 
folder calendar pages. Squares at left show 
each week; on right, hourly segments for 
each day. Industrialist Henry J. Kaiser 
schedules himself by 15-minute segments. As 
a result, he’s learned to compress into a 
quarter hour what might previously have 
taken 20 to 30 minutes. 


JELIBERATE PROCRASTINATION 


James E. Robison, Presi- 
dent, Indian Head Mills, Inc., 
has a deliberate ‘‘procrastination 

Previously,’ he explains, ‘‘l 
thought | had to settle every matter that 
came up then-and-there; often missing really 
important things. Now I toss secondary 
items into this special drawer. When it fills, 
| go through and find to my surprise and 
pleasure that 75-90% of the annoying and 
irritating problems have solved themselves. 





fabrics, 
drawer.” 


When something misses, there may be a 
fuss. But it’s the average that counts.” 


Bernard L. Salesky, Presi- 
dent, Hat 
America, has put to use University of Chi- 


Corporation of 
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cago experiments proving that your maxi- 
mum working efficiency comes when body 
temperature cycles are highest. Since tem- 
perature reflects basal metabolism—the 
complicated process by which the body 
burns oxygen and, so-to-speak, stokes the 
furnace—he has discovered how to con- 
centrate his most important tasks at hours 
when he's at peak efficiency. This cuts time 
required for many assignments to one-third 
the normal. Finding his early morning time 
best, he no longer reads the paper while 
coming in from the suburbs, instead employs 
that most valuable time for fresh creative 
work. And he finds he's missed little; catches 
up with the news while on the way home. 

Such temperature cycles can be deliber- 
ately advanced. Former President Tru- 
man’s early morning walks had this effect 
and enabled him to handle important tasks 
early in the day. Many businessmen, how- 
ever, delay important decisions until after- 
noons and wastefully use best hours handling 
routine correspondence and secondary tasks. 


A majority of businessmen ad- 

mitted taking work home, ex- 
plaining they could not otherwise find time 
to complete necessary work. Others such as 
Melvin H. Baker, Chairman, National Gyp- 
sum, said they “‘carefully left business wor- 
ries where they belonged—in the office.” 
Dress manufacturer David Schwartz keeps 
a dictating machine at home; finds that if 
he talks out memos, ideas, letters, etc., 
then-and-there, as they occur, instead of 
reminders to himself, his mind is relieved— 
and the task is on its way to accomplishment. 


One leading businessman— 

who understandably didn't 
wish to be named—said: “I get an extra 
hour out of every day by deliberately ar- 
riving 15 minutes late for all meetings. 
Sometimes | suspect people realize my in- 
evitable lateness isn't due merely to coinci- 
dence. But since most sessions get off to a 
slow start, | find | can get a fill-in and use 
the quarter hour to accomplish other things.” 


— 
\g — 


Q 4 Stanley Marcus, head of 
a %~ Neiman-Marcus, Dallas, feels 
that many businessmen waste a great deal 
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How to find the hidden “plus” in 
your business machines 


Take the matter of inked ribbons, carbon papers, 
and duplicating supplies. If these do not live up to 
the mechanical demands of your business machines, 
how can they deliver their best? 


A legion of shrewd businessmen know the an- 
swer to this question. They have found the hidden 


‘*plus’”’ in their business machines. 


They use Roytype business supplies, made by 
Roytype, a department of Royal Typewriter Com- 
pany. Listed below are some inked ribbons and 
carbon papers. They can save you money .. . pro- 
duce better work . . . help you get it out faster. 




















.ook under ‘Typewriter 


Roytype,® a department of Royal Typewriter Company, division of Royal McBee Corporation 


(Circle 836 for mo 


INKED RIBBONS CARBON PAPERS 

typewriter tabulating typewriter colored carbons 
adding machine checkwriting pencil carbon rolls 
‘‘Addressograph”’ eradicator special carbons for carbon ribbons 
hectograph photostat reproducing machines register rolls 
‘“‘Duplimat”’ blueprint spirit duplicating carbon binders 

transfer posting gelatin hectograph billing carbons 

unit masters bookkeeping machine rolls 
Mimeograph supplies . . . type cleaner . . . spirit fluid . . . dust covers... 
hand cleaner . .. Pedestaleg®. . . typewriter pads . . . brushes 





A 3 Call your ROYTYPE Representative... 


, 


Supplies” in the classified telephone directory 


re information) 
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BINGE FINDER 


A New Filing Concept Giving You A 
Unique Combination of Advantages: 





The proven space-saving, speed and economy of open-shelf filing. 
Record protection from dust, dirt and fire equal to that of drawer files. 
Pull-out work shelves for file maintenance and notations. 


Photo at upper left shows Space Finder No. 1200 with doors closed. Center left photo 
shows girl using door as posting shelf, Space Finder at right has all doors open for 
active filing use. (Available with or without doors.) 





For full details about Space Finder File PUNCHED CARD USERS: 
and our other new equipment for the of- Ger Complete line 

fice, write for Catalog No. 6 as well as the cr 
name of your local representative. 


PO" Za FES PRODUCTS 00.-57 Post St., San Francisco 4 


(Circle 839 for more information) 


{ tabulating accessory equip 


n catalog No. 5. Write for 








You can increase your office efficiency— 
save money — with VICTOR TIME SAVERS... 


Saves time for salesmen or executives—Victor Recordex 


Victor Recordex is always handy — on your desk, 
in your drawer, or in your briefcase. Twenty 8x5 
pockets hold 20 or 40 records. Protected visible 
margin permits use of Victor colored signal 
system. Victor stock card forms cover most any 
record you will need. 

Perfect for record summaries or any of a 
dozen different types of records. Available with 
or without removable pockets. Mounted in a dur- 
able gray pressboard folder with center guide tab. 


Speeds up all office sorting and 
temporary filing—the Victor Sorter 
Sorting is an easy 
one-hand operation. 
The 25 adjustable 
dividers shift with 
varying volumes. 
Protected tab labels 
hold any index. 
Check or Letter size 
in gray enamel. 





It tells instantly if 
“Jones” is in or when 
he will return. Panels 
available for 28, 56, or 
84 names — each pro- 
tected by a transparent 
celluloid tube. Ideal for 
any busy switchboard or 
receptionist. 


TURN THESE VICTOR TIME SAVERS INTO MONEY SAVERS FOR YOUR OFFICE 


See your Victor Dealer or write to: 


Ee FE & EQUIPMENT 
ia, VICTOR SAFE & EQ 


VIC Ta) 
— 





Flemington kanal viace sacs 





315 FOURTH AVENUE - 


(Circle 844 for more information) 


NEW YORK 10,N.Y. 
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Avoids “busy office” confusion— 
the Victor “In and Out” Indicator 


| 


of their own time and energy because of 
loosely-considered social schedules. Not long 
ago, he resolved to accept no invitations 
without first learning from the hostess how 
cocktails would be 
called for 7 P.M. and 
served at 10,” he feels, “are inedible, even 


long before dinner 
served. ‘Dinners 
if guests don't know, or care, what they're 
eating." He now arrives one cocktail ahead 
of dinner, meanwhile keeps busy with other 
activities—or simply rests. 


RECORDERS AS TIME-SAVERS 


An increasing number of firms 





are using tape recorders as 
time-savers. James Bruce, former Ambassa- 
dor to Argentina, now Vice-President of Na- 
tional Dairy and a director of many com- 
panies, taught himself Spanish by playing 
back tapes in odd moments. Many sales 
managers have men dictate all reports from 
car or portable recorders. Others use tape 
to enable sales training executives to be 
in two places at once, for recording inter- 
views, pre-trial testimony, or taking inven- 
tories. A Brooklyn liquor dealer has his 
men phone in orders directly to recording 
machines; has cut time for taking nine sepa- 
rate orders from 30 to 3 minutes. One ad- 
vertising man found the spoken message so 
effective, he bought play-back machines for 
clients’ offices, explaining: ‘My ability to 
send detailed explanations without the need 
for time-consuming secretarial typing saved 
many times the machine's cost. And whereas 
recipients might read a letter hurriedly, they 
iisten out a recording.” 


SPEEDING CORRESPONDENCE 


Harry Doniger, President, 

McGregor Sportswear, speeds 
correspondence with these techniques: His 
secretary opens and sorts mail into major 
groups. Mr. Doniger then leafs through, pull- 
ing out items requiring fastest action, gets 
them moving with pencilled or dictated 
notes. Routine items are left until afternoon. 
Into his dictating machine he immediately 
proceeds to draft answers to all vital mat- 
ters. Where he lacks required information, 
he leaves blank spaces. Drafts are typed on 
green paper—so that at a glance he can 
spot later what remains to be done. Ad- 
mittedly first drafts are rough. But getting 
something down helps to crystalize thoughts. 
Moreover, if others have to work on fill-ins 
or additions instead of calling them in and 
talking, he gives them the original material 





plus his answering draft. Thus they have the 
immediate benefit of his thinking and or- 
ganization. As each note is dictated, all 
relevant material is put into a holder with 
dictation belt. It then leaves his desk. His 
secretary adds materials 
she returns the typed drafts. There's no need 
to call, wait for her to answer the buzzer. 
While he's busy with his work, she can be 
completing her own. 

Whenever A. Philip Goldsmith, Presi- 
dent of Julius Kayser, wants a speedy reply 
and has reason to believe the recipients may 
be slow, he encloses a carbon, plus a return, 
stamped, addressed envelope. Points to be 
answered are put in question form and un- 
derlined. Margaret Rudkin, Director of 
Pepperidge Farm Bakeries, saves office fil- 
ing time—and space—by using backs of 
letters on which to keep carbons of her re- 
plies. If there's no need to keep, she notes 
the answer on the original and mails it back. 


pertinent when 


GAINING READING TIME 
Industrialist Roy Fruehauf 
finds he always has time to 
keep up with trade publications, reports— 
correspondence by taking a dispatch case 
full with items to be read in odd moments. 





Like many other top executives, he has taken 


reading acceleration courses, improved 
speed to close to 700 words per minute 


(average 250). 


SETTING CLOCKS AHEAD 


admitted 
keeping clocks minutes ahead 


Many executives 
at all times to speed themselves along and 
make certain they have a little extra time 
before lunch and closing. One Chicago ex- 
ecutive had a special clock made for him- 
self with 13 rather than the conventional 12 
numbers. Each of his speeded-up “‘hours’ 
was, therefore, only 57.2 minutes. Except at 
midnight, his clock didn't agree with any- 
body's in town. ‘‘But,”” he explained, ‘'l soon 
conditioned myself to that—and kept the 
‘leftover’ time for all the things | really 
wanted to do.” 


SLEEPING BETTER TO SAVE TIME 


One of the greatest time 

gainers is to extend your 
waking life by reducing your sleeping life— 
via re-arrangements of bedtime periods and 
improving your ability to rest. One method- 


ical executive, in periods of stress and high 
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activity, sleeps only four hours nightly; then 
naps 15 minutes every two hours. This re- 
duces his sleeping life to exactly six hours 
yet permits a really intensive level of ac- 
tivity and alertness during his 18-hour wake- 
fulness. Film producer Richard de Roche- 
mont, who helped create the March of 
Time film series, frequently uses a similar 
system sleeping two hours, then waking to 
work with fresh, early morning drive for 
four. He then returns to sleep and repeats 
the routine. 


AN EARLIER START 


Since experiments prove no 





—— SF two people need the same 
amount of sleep—and that the length of 
your night in bed is usually the result of 
habit—it's suggested that if you are now 
sleeping nine hours, you try getting along 
with eight. It won't satisfy at first—but a 10- 
day trial usually works. Or, set your alarm 
at least 15 minutes earlier each day, using 
the time gained for something you especially 
want to do. Instead of getting up at the last 
possible moment, gulping your coffee, then 
dashing off with a wave to the Mrs. and 
youngsters, try bakery executive Earl Lewis’ 
idea. He got up a quarter-hour earlier. Then 
after breakfast—of all  things—walked 
around his garden. Each day, season in and 
season out, rain or shine, he's found it a 
constantly changing, morning freshener—not 
just a week-end diversion. With a little 
cutter, he snips off a dead branch here, a 
parasitic weed there. Creatively, he makes 
notes of things to do later. And in those 10 
minutes, his mind is filled with the sense of 
wonder and delight in nature; cleansed in 
spirit as his body has been in the shower. 
And he's found he subsequently gets more 
done, in less time, because of his new, fresh 
start. m/m 





How BIG 
Must A Company Be 
To Profit From 


Operations Research? 


learn the answer to this and 
other important questions in the 
all new 


WORKSHOP FOR MANAGEMENT 


(Sée page 5 for details) 
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FIGURES 


A new machine is showing up in of- 
fices. Judging from how it’s going, the 
Comptograph 202 may soon outsell. 
the way it’s outperforming, other 
machines. It has many excellent fea- 
tures. and certain exclusives that have 
caused a stir. 


For easy operation, the 10 keys and 
controls are arranged in the space a 
hand can span without stretching or 
tiring. It’s fast—operators taken off 
other machines say they ‘feel’ the sen- 


Positive 





FASTER THAN YOU THINK 


sation of its cosmic speed (202 print- 
ings a minute). It adds, subtracts. 
multiplies, even divides—with the true 
credit balance always showing. It per- 
forms all this with remarkable ease. 
with faultless accuracy and with noise- 
less rhythm that’s a triumph over 
calculator clackety-clack. 

Summing up, Comptograph has 
more time-saving, work-saving fea- 
tures than any other 10-key machine. 
If you would like a demonstration 


COMPTOGRAPH 


(Circle 820 for more information) 


on your work, look up the Compt- 
ometer-Comptograph representative in 
the Yellow Pages or send the coupon. 


I FELT & TARRANT Mfg. Co. 
1712 North Paulina St., Chicago 22, IMinois 

| Gentlemen: Without cost or obligation 

! | want more infor mation about the new Comptograph 
l Please arrange an office demonstration 

Please arrange or a free office trial 

| 

| 

| 


Name 

Company 

Address 

City Zone State 


| 

! 

| 

| Other products: The COMPTOMETER® DICTATION MACHINE 
| and the COMPTOMETER® ADDING-CALCULATING MACHINE 
I Offices in principal cities and throughout the world 
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“Calional Accounting Machines save us 63% 


a year on our investment!”’ 


“In a highly competitive business like ours, 
we must maintain a constant watch on 
costs. Only by keeping costs at a minimum 
can we continue to produce such quality 
products as our famous ‘Van Heusen Cen- 
tury Shirt’ at popular prices. 

“Our National Accounting Machines, 
purchased in the interests of cost-cutting 
efficiency, save us 63% a year on our 
investment. 

“We use our Nationals for a wide variety 
of accounting jobs—including Accounts 


Payable and Distribution, Payrolls, Quar- 
terly Social Security Reports and W-2s. 
“Flexible, easy to operate, our Nationals 
take up less space and turn out more work 
in less time than our previous equipment. 
We are so pleased with their excellent 
performance that we are adding more 
Nationals to our present installation.” 


President 


a 


THE NATIONAL CASH REGISTER COMPANY, payron 9, on10 


977 OFFICES IN 94 COUNTRIES 
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(Circle 851 for more information) 


PHILLIPS-JONES CORPORATION, New York, N. Y. 
“One of the World's Largest Men's Wear Manufacturers” 
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In your business, too, National 
machines will pay for themselves 
with the money they save, then 
continue savings as annual profit. 
Your nearby National man will 
gladly show how much you can 
save—and why your operators 
will be happier. (See yellow pages 
of your phone book, or write to 
us at Dayton 9, Ohio.) 


*TRADE MARK REG. U.&. PAT. OFF. i 
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Getting the most from a 


labor- 
management 


committee 


Are you getting the most out of 
your labor-management committee? A_ recent 
survey by the Associated Industries of Cleveland 
reveals that few companies do. As evidence of 
this, the AIC points out that the number of 
these groups has decreased noticeably since the 
end of World War II. The survey also showed 
that many labor-management meetings turned 
into sounding boards for employee gripes. 

However, some companies have maintained 
these groups successfully, finding multiple ad- 
vantages for both management and labor re- 
sulting from the group’s activities. If you now 
maintain such a committee, or plan on installing 
one in the near future, the following example 
may serve as a guide. Here are the operations of 
one of the more successful companies: 

This company has four labor-management 
committees: 
and up-grading. 

Safety committee membership the 
safety director, chief of plant protection, and 


safety, incentive, job evaluation, 


includes 


eight union representatives from various depart- 
ments and shifts. Members are paid for attend- 
ing meetings which are held once a month dur- 
ing working hours. Meetings last two hours. 
Incentive committee membership includes the 
chief time study engineer, two assistants, eight 
time study men, and union official with four 
union representatives. 

Job evaluation committee membership in- 
cludes the wage administrator and assistant, and 
two union Officials. Meetings are held once a 
week during working hours and last about an 
hour and a half. Members are paid for attending. 
Up-grading committee membership includes 
four crafts, machinist, millwright, pipefitter, and 
electrician. Each craft its Own committee 
members. Each committee includes a supervisor, 
union committeeman, and two craftsmen. Meet- 
ings are held whenever necessary and during 


has 


working hours. Members are paid for attending. 
Recommendations of these committees are al- 
most always accepted. An apprenticeship pro- 
eram for the crafts was established as a result of 


an up-grading committee suggestion. m/m 
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Recent tax decision 


on buy and sell agreements 


Editor’s Note: One of the important con- 
sequences of a buy and sell agreement 
among business partners is the fact that 
it can be effective in establishing the 
value of a business interest for federal 
estate tax purposes. This was covered in 
detail in the June, 1955 issue of MANAGE- 
MENT METHODS (How much is your busi- 
ness worth?) The article below details the 
effect of a recent federal court decision on 
this tax concept. 


me =A succession of court 

decisions has indicated that the value 

of a business, as set out in a buy and 

sell agreement (or as determined by a 

formula in an agreement), will be ac- 

ceptable for estate tax purposes, if: 

& The agreement 
length dealing. 

& The agreement requires the estate 
to sell. 

®& The survivor has a contract or op- 
tion to buy. 

& The decedent could not. have dis- 
posed of his interest during his 
lifetime without first offering it to 
the other party at a price no higher 


represents arm’s- 
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Another 

new decision 
re salary 
payments 

to widows 


than the price to be paid on a sale 
at death. 


New decision relieves doubt 


These were valuable guides, but they 
left some important questions un- 
answered. What if the agreement ran 
between members of a family? What 
if the purchase price was a fixed dollar 
amount, and the agreement made no 
provision for a re-evaluation? What if 
the agreed purchase price is set at book 
value alone? 

Now we have a decision (Brodrick 
versus Gore, U. S. Court of Appeals, 
10th Circuit, 7/22/55) which gives us 
the big answers to these important 
questions—and these answers should 
cause business owners and their ad- 
visers to recognize the wisdom of estab- 
lishing a buy and sell agreement. 

This decision, in effect, says: Where 
a business interest, at the time of the 
owner’s death (or in case of its dis- 
posal during his life) is subject to an 


Another recent decision is of interest. 
Often an employer, after employee's death, 
decides voluntarily to make salary continua- 
tion payments to widow for several years. 
It has been pretty well established that such 
payments, in an equivalent of two years’ 
salary, will be deductible by the employer. 
But over the years there has been a tortured 
history on the question of whether the pay- 
ments are includable in the widow's taxable 
income. Sometimes, it's been yes, sometimes, 
no. The Commissioner's current attitude, 
(I.T. 4027) has been that such payments are 
taxable to the widow. The Courts, on the 
other hand, in a rash of recent cases, have 
taken this position: The payments are tax- 
able or not taxable, depending on the em- 


enforceable agreement to buy at a spe- 
cific price that was adequate when set, 
the value of that interest, for estate tax 
purposes, cannot exceed that price. 


The facts in the case 


In 1933, a father and two sons set 
up a partnership. In 1949, when each 
had a one-third interest, they entered 
into a buy and sell agreement which 
provided the following: 

1. That if any partner wished to 

withdraw from the business, the re- 

maining partners had the exclusive 
right to buy the interest, at book 
value, as of the date of withdrawal. 

2. That at the death of a partner, 

his interest was to be sold to the 

survivors at book value as of the date 
of the partner’s death. 

The father died in 1951. His interest, 
at book value, was then worth $345,- 
000. ‘The sons paid this sum over to the 
father’s estate, and as executors of the 
father’s estate, used this as the value 


ployer's intent in making the payment—that 
where the payments are made voluntarily to 
the widow, by decision of the employer 
after the death—and without reference to 
ony agreement with the employee during 
his life, they must be regarded as the result 
of a donative intent, must be recognized as 
gifts, and therefore not taxable to the 
widow. This thinking seems to coincide with 
the pattern in which such payments are 
made. So it seems reasonable to infer that 
in the usual case the widow can regard the 
payments as non-taxable (while employer 
can avail himself of the so-called limited- 
period deduction). The most recent case in 
point is Hellstrom Estate, 24 T.C. No. 107, 
decided 8/19/55. 
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Advanced Underwriting Specialist 
Mutual of New York 


for estate tax purposes. The Director 
of Internal Revenue said the fair mar- 
ket value of the interest was $515,000. 
The lower trial court favored the 
estate, and the Director went to the 
Court of Appeals, where, he lost again. 


The reasons behind the decision 


In deciding that the agreement (with 
book value as purchase price) was bind- 
ing for federal estate tax purposes, the 
Court, in substance, said: the Internal 
Revenue Code provides that for pur- 
poses of estate tax, the value of the 
gross estate of a decedent shall be de- 
termined by including the value of all 
property of the decendent, to the extent 
of his interest therein, at the time of his 
death. At the time of his death, the 
book value of the interest of the de- 
cedent in the assets and property of 
the partnership was $345,897.53. 

Its fair market value may have been 
more than its book value. But such 
fair interest was burdened and en- 
cumbered with a certain restriction 
contained in the partnership agree- 
ment. If the decedent had concluded 
during his lifetime to withdraw from 
the partnership, he would not have 
been free to sell his interest in the open 
market or to a willing buyer at its fair 
market value. Under the terms of the 
agreement, he was effectively obligated 
to sell such interest to the other co- 
partners in the firm for a sum equal to 
its then book value. 

Upon the death of the decedent, the 
executors under his will were, in like 
manner, effectively bound and _ obli- 
gated to sell such interest to the sur- 
viving co-partners, for a sum equal to 
its book value at the time of the death 
of the decedent. The surviving co- 
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partners were eflectively 


obligated to purchase 


from the estate, and to pay, theretore, 


its book value. 


Inasmuch as the 


estate 


Was 


bound and an eflective contractual provision, the 
such interest estate tax should be based upon 
book value, rather than a fan 


value in excess of the book value. 


thus 
Observations to be drawn 


bound and obligated, such interest had 


no value to the estate in excess of its 


book value. In othe 


est of the estate in the property was, by 


words, the inte) 


respect Lo 


being the book we 


is burdened 


the contract, limited in 
value, the limitation 

value thereof at the time of the 
of the decedent. Where the 
of an estate in property 


or encumbered in that respect by such 





interest 


There are some important 


this case. 
We 
Court ol 


now have a United 


death 


partnership agreement, can be 


minative for estate tax purposes. 


Ries, 


make your own offset plates 
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with the amazing new Dial-a-Pfate PRINTER 
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The new Robertson Dial «a+ Plate Printer, with its enclosed high speed light source 
matched to the pre-sensitized plate emulsion, gives you a perfect plate EVERY 
TIME, faster than any other unit. Just set the dial, and the exclusive ‘Electronic 
Eye” takes over, automatically controlling the amount of light reaching the plate 
and giving uniform exposures EVERY TIME, regardless of voltage fluctuations or 
other variables. All of this is possible WITHOUT THE DANGER of an open flame 
arc or other high voltage units. The Dial+a-Plate is available in both 10x16 
and 20x24" sizes (usable area). 


° e : ; 
Uniformity The exclusive ‘Electronic-Eye’™ controls the exposure, regard 
less of voltage fluctuations or other variables 


Speed —The Dial-a-+Plate’s light is matched to the emulsion of the pre 
sensitized plates for fastest exposure. A perfectly shaped reflector utilizes every 


ray of light and eliminates undercutting and halation 


° 
Operation Set the dial and the ‘‘Electronic-Eye’ takes over, you cannot 


under-expose or over-expose 


Economy — Exceedingly long bulb life and low voltage requirements auto 
matically result in lower operational costs 

All of this at a surprisingly low original price 
Manufacturers of the famous “Seventeen” ond 320" Comeros 
ROBERTSON PHOTO-MECHANIX, INC. 
7434 LAWRENCE AVE. © CHICAGO 31, ILL. 


PHOTO-MECHANIX 


Robertson 


860 for more information) 


market 


points 
that business partners should recognize 


as a result of the tacts and decision in 


States 
\ppeals decision directly on 
the point that the purchase price, in a 
dete 





here 


2 ne 


economy 


facts point up the 


of financing buy and _ sell 


agreements with business insurance. 
Not knowing when one of the parties 
to the agreement will die, the funds for 
the 


available at the time of death. In this 


purchase must, nevertheless, be 
case, the entire purchase price of ove 
$300,000 could result from only three 
premium payments. 

3. While book value is an easy way 
to determine price, and while it may be 
effective for estate tax purposes, is it 
always wise for the parties to agree to 
also. this 


a price so set? There is 





thought to consider: Will book value 
give the deceased’s family all it should 
In the 
case considered, it was a family affair, 


vet for the deceased's interest? 
and the amount the estate received ac- 
cording to book value and the amount 
it might have received as fair market 
value might have been academic. But 
as between strangers, would it always 
serve the best interests of all the parties 
to set a price which, according to the 
facts in this case, would have deprived 
an additional 
$170,000 in value? Clearly, it’s for the 
m/m 


the deceased’s family of 


individual to decide. 





Punched-card systems also prepare 
Weber stencils to address shipments 


Users of punched card or tape automatic 
accounting machines, including IBM’s 
new Cardatype, can now prepare their 
shipment addressing master with their 
invoice forms or other documents at a 
substantial savings in time and money. 


The Weber stencil, used with a small 
handprinter to address multiple ship- 
ments (photo 3), can be prepared in 
continuous form independently of other 


WEBER MARKING SYSTEMS 
Dept. 9-A 

Division of Weber Addressing 
Machine Co. 

Mount Prospect, Ill. 

Phone: Clearbrook 3-2405 


Individual 


Mail for details on Weber Shipment Addressing Systems 


for automatic accounting systems. Weber Marking Sys- 
tems, Mount Prospect, III. 


Company. . 


Address... 


documents (photo 1), or tabbed over 
ship-to area of forms and prepared si- 
multaneously (photo 2). Once prepared 
with customer’s address, stencil is ready 
to be used to address directly on cartons, 
or on labels or tags. 


Shipment addressing is speeded up. Ship- 
ping errors reduced. Clerical time is 
saved. Clip coupon for full details. 
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CALCULAGRAPH 





ACCURATE 


job time 
records 


CALCULAGRAPH 


figures elapsed time accurately 





Reliable job time records are essential for com- 
piling correct cost data, estimating reorders and 
checking on production efficiency. One sure way 
to secure accurate to the minute, 
dependable time costs is to use 
Calculagraph automatically-figured 
elapsed time records. Calculagraph 
gives you total elapsed time, 
starting and finishing time and 
date on a permanent, printed 
reference card. Eliminate losses 
due to inaccurate job time cal- 
culations by using Calculagraph 
to time your operations. 







= 


Agents in Principal Cities 
Ask for a Demonstration 
Call or Write Dept. 310 


P NEY SUSSEX STREET, HARRISON, NEW JERSEY 
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Study discloses 
Executive salary increases 


are less than hourly workers 


CE Salary raises of top corporate execu- 
tives are not proportionate to those given to hourly 
workers, according to a survey of top management com- 
pensation recently released by the American Manage- 
ment Association. 

Compensation paid to more than 25,000 high-ranking 
executives in more than 3,000 American and Canadian 
companies during the 1954-55 fiscal year, increased an 
average of only 1.8%. This percentage refers to total 
compensation, which includes salaries, bonuses, and 
company contributions to retirement funds. 

For a comparable period, hourly rates paid to workers 
in manufacturing industries increased by 5% according 
to Bureau of Labor Statistics figures. The latter per- 
centage includes only wages, not fringe benefits. 

The survey shews that the fortunes of executive per- 
sonnel are more directly tied to economic trends, than 
are those of any other segment of the population. The 
relationship is particularly close in the case of bonus 
payments to executives. 

Most of the companies surveyed reported nominal 
increases in after-tax earnings as a result of lower 
corporate income taxes and elimination of the excess 
profits tax. Formal salaries paid to officers and directors 
increased 2.7%, but this was partly offset by bonus pay- 
ments 4.8% lower than the previous year’s. These were 
the direct result of the 5.8% lower before-tax profits. 
Sales also showed an over-all decrease of 2.2%. How- 
ever, this decrease in profits and sales is caused by the 
fact that the early part of the period surveyed included 
the post-Korean adjustment. 

The economic trend was further reflected in the de- 
crease in the number of executives who received salary 
increases during the year. Only 38% were paid rates 
higher than the previous year, as compared to 45% in 
1953-54. There was no change in salary rate for 50% 
of the executive positions, and lower rates were paid 
in 12% of the cases. 

Company contributions to retirement plans last year 
continued to rise. About 68% of the survey companies 
have such plans and about 65% of the executives par- 
ticipated in them. These contributions, which amounted 
to about 6% of total compensation, showed an increase 
of 8.2% over the previous year. 

Wide variations were reported among companies and 
among industry groups in sales, profits, and compensation. 
For example, in the textile industries, where net profits 
before taxes declined between 20 and 30%, salaries 
remained practically unchanged but bonus payments 
dropped by an average of 25 percent. Contributions to 
retirement funds also declined. On the other hand, the 
manufacturers of household appliances increased their 
before-tax profits by better than 25% and increased 
bonus payments to top executives proportionately. m/m 





VEEDER-ROOT 
VARY-TALLY 


... the “Keyboard Counter” of 1,001 uses 


This multiple-unit reset counter can be used on any- 
thing from estimating to inspection. Individual unit is 
1%6”" long, 214” deep, 134” high. May be assembled 
in almost any numbers and arrangements in single 
units to banks of 108. 
One turn of knob resets 
to zero all the counters 
in any horizontal bank. 
Easy to operate and read. 
Veeder-Root quality 
all the way through 
Write for fact 
sheet and prices. 
Veeder-Root 
Inc., Hartford 
2, Conn. 































President, the members of 
your “team” look to you for 
the finest equipment with 
which to function efficiently. 
The Executive likes the 
look, as well as the 
serviceability, of the Premier 
Portable on his desk; the 
Mail Room thinks the 4004 
stapler is indispensable ! 

Of course they select — 
APSCO— AMERICA’S CHOICE! 


products inc. 


9855 W. Pico Blvd. 
Los Angeles, Calif. 
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PAYCHECK ‘‘OUTLOOK”’ 
ENVELOPES 


Eliminate Time and Expense of Ad- 
dressing, also chances for Errors. 
Paycheck “Outlook” Envelopes are 
absolutely opaque. 
Essential when 
wages are paid by 
check. Nothing 
shows but the em- 
ployee’s name. This 
improves personnel 


Ly) relations. 


Send for Sainples 
and Prices Today 





OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd., Chicago 7, Illinois 
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when, you need filed papers fast 





Oxford PENDAFLE X® 


“CARRY FILE” 


In the office, on the road, at home—find and 
file faster with this stylish file. Keeps reports, 
letters, bills, valuable papers always at hand. 
Made of lightweight steel, tan finish. Brass 
lock, leather handle, piano-hinge. Holds 25 
Pendaflex celluloid-tab hanging folders. 9” 
x 13” x 10%” high. 
FRR RR RRR ERE RRR 
Clip coupon for catalog, name of dealer 
Oxford Filing Supply Co., Inc. 
1 Clinton Road, Garden City, N. Y. 


Name 
Address— 


City, State 
PPT TTT eT PP raat as a a of 
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HUMAN RELATIONS 





EDITOR’S NOTE: Unfortunately, much of 


the social research in human behavior 1s 


being done by groups working inde- 


pendently of one another. Significant 
facts ave often buried in long and highly 
technical reports. In addition, many of the 
have their 


researchers are reluctant to 


findings “popularized” by untrained ob- 
servers who may distort them. With these 
facts in mind, we have arranged with Dr. 
Donald A. 


gist, to collect and author this series of 


Laird, an Industrial Psycholo- 


Human Research Studies. Dr. Laird was 
formerly head of the Psychology Depart 
ment at Colgate University, Director of 
the Colgate Psychological Laboratory, and 
Director of the Ayer Foundation for Con- 
sumer Anaylsis. The numbers that appear 
in parentheses refer to source material 
texts. These are listed numerically under 
“Bibliography” on page 27. 


es According to books on 
leadership, about all one needs in order 
to “scoot up the ladder of success” is a 
pleasing personality. Operational re- 
cords of various leaders, however, place 
likeableness per se, last on the list of a 
successful boss’ necessary equipment. 
lo make good, a leader should: 

inspire his crews to set goals 

instill in them the will.to achieve 

promote teamwork of crew 

aid individuals to fit into the group 

maintain a primary interest in the 

group rather than in himself 

control hostility and anxiety 

around him 

Not that popularity is a drawback. 

As these case histories will show, the 
successful leader well- 
regarded by his underlings. But this is 
due to his proficiency on the other 
counts, rather than to innate personal 
magnetism or any self-conscious cam- 
paign to be liked for himself alone. 


usually is 





Should a boss work at 


HOW MUCH HOSTILITY CAN YOU 
HANDLE? 


he undercurrent of “normal hostil- 

ity’ that exists in all relationships, is 
inevitably directed at the boss. ‘Those 
who take it personally become: 

completely unnerved—and quiet; 
counter-hostile—and bullying, — or, 
overanxious to please—and_inetlec- 

tual (10). 

On the other hand, the successful 
leader seems able to face hostility with- 
out feeding it back. He not only keeps 
hostility to a necessary minimum, but 
diverts it away from himself and 
against natural targets like a seemingly 
high work goal, or a competing firm. 

Proof of hostility’s 
comes from a study by Drs. John W. 
Thibaut and John Coules (14): Stran- 
gers of similar education, age, social, 
and economic background were intro- 
duced to each other under pleasant cir- 
cumstances. Yet, as the chart shows, 
one-third had immediate hostile reac- 
tions. They criticized clothes, voices, 
and beliefs. Only 46% were friendly, 


omnipresence 


while 22% had neutral reactions. 

The successful leader accepts the fact 
that some hostility is necessary to moti- 
vate people, but in order to channel it 
constructively, he is alert to recognize 
hostility in these forms: 

1. Active: Easily spotted in 
threats, broken rules, slowdowns, waste, 
boycotts, strikes, vandalism, pilfering, 


fights, 


swearing. etc. 
2. Passive: It may go undetected as 
the cause of apathy, absenteeism, care- 
lessness, misunderstandings, and a gen- 
eral avoidance of contact with the boss. 
3. Indirect: A subtler form directed 
at baseball umpires and boxing referees 
-but also manifested in rumor-monger- 
ing and accident-proneness (6). 
Despite the fact that they are natural 


“NORMAL HOSTILITY”’—36% 





targets for hostility (8), good leaders 
are, themselves, friendly individuals, ac- 
cording to Dr. John K. Hemphill’s 
analysis of 500 teams (2). He found 
that 85% of the leaders seemed to like 
people, and that 48% could make them 
laugh, a good way to reduce anxiety. 

In fact, as compared to a random 
sample of the population, people who 
are accepted as leaders are considerably 
warmer and more likable. This indi- 
cates that those who keep hostility 
under control are most likely to suc- 
ceed as bosses (7, Chapter 4). 


MUST POPULAR LEADERS DUCK 
“DIRTY’’ DUTIES? 


he good leader is usually liked by 

his crews, not because he avoids “un- 
popular” tasks like criticizing, but be- 
cause he does them in a way that 
reduces personal hostility. 

This was borne out in a study of 
power company supervisors by Drs. 
Floyd C. Mann and James K. Dent 
(9). After the company had decided who 
were the promotable bosses, workers 
were queried on their reactions. The 
survey showed, 56% who worked under 
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being liked? 


THEY PREFER FORTHRIGHT, 
PROMOTABLE BOSSES 





the most promotable bosses, liked them. 
Only 32% liked the less promotable 
of their leaders. 

Workers didn’t judge by the usual 
social yardsticks. For example, they 
certainly didn’t resent criticism if it 
was constructive and impersonal. Four 
out of five employees under the most 
promotable bosses knew what those su- 
pervisors thought of their work. Only 
half as many under the less successful 
bosses knew how they were rated. 

Blunt, quick criticism, however, was 
another matter. Usually accompanied 
by irritation and threats, it bred hostil- 
ity and dislike (5, also see 1). Only one 
out of five workers under “good” bosses 
reported this brand of treatment, while 
twice as many found it in the bosses 
destined to be left behind. (Interest- 
ingly, the Thibaut and Coules experi- 
ment (14) also showed that an indi- 
vidual given a chance to immediately 
answer criticism generates less hostility. 

Here’s how employees characterized 
the “human” approach in bosses: 

Could be counted on in tough spots. 

Could take it when going was tough. 

Remembered when person did well. 

Gave orders pleasantly. 
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by Dr. Donald A Laird 


Talked ina pleasing manner. 

Was easy to talk to. 

Could appreciate a joke on himself. 

Stuck to his word. 

Was friendly. 

Was very proud of the crew. 

Could see both sides of a question. 

Could make tactful criticism. 

Listened to others. 

On the negative, hostility-building 
side, the boss: 

Passed the buck. 

Made the crew feel inferior. 

Lorded it over the crew. 

Couldn’t be told anything. 

Flew off the handle. 


3 WHAT MAKES HIM POPULAR? 


hart on page 26 shows a friendly 

attitude toward the boss produces 
greater productivity than friendliness 
among crew members themselves. Drs. 
Hans H. Strupp and Howard J. Haus- 
man, psychologists in the Human Fac- 
tors Operations Research Laboratories 
of the U.S. Air Force, analyzed nine air- 
craft maintenance crews (12) for these 
different findings. 

What made for attractiveness in 
these crew chiefs—all of whom were 
appointed, not elected? 

There was no evidence that the chief 
who doled out easy ratings was more 
acceptable to the men, nor did a trend 
emerge to indicate preference for 
either democratic or autocratic leaders. 

Outstanding attribute of the popular 
leader was his ability to evaluate his 
men solely on their performance, and 
to assign jobs on that basis alone. This 
characteristic was important not only 
for its inherent fairness, but because it 
started a chain of reactions that pro- 
duced a minimum of hostility. 

For example, when the chief doesn’t 











Sends Handwritten Messages 
Instantly - - Accurately 


TELAUTOGRAPH* 


TELESCRIBER SYSTEM 


Delivers messages, sketches, business data... on plain 
paper or Instan-Forms’ designed for your business data 
_.. to one or more stations you select—within the com- 
pany or many miles apart. 


Cost averages under $1 a day per station! 


Electronic Longhand, the result of 65 years’ experience 
in communications, saves thousands of dollars yearly 
for companies such as Ford, B. F Goodrich, Raytheon, 
Hotel Statler, Northrop Aircraft and St. Luke’s Hospital 
(New York). 2500 major concerns now use it profitably 
in practically every type of business: 


e HOTELS AND RESTAURANTS 
@ RETAILERS, WHOLESALERS 
@ TRANSPORTATION 


# MANUFACTURING 
* BANKS AND INSURANCE 
* CHEMICAL PROCESSING 
e FOOD PROCESSING 
@ HOSPITALS 


Km Reg. U.S. Pat. Off. 


Send Coupon 
for Full Details, 
MAILED to you! 





‘Telltuitograjeh CORPORATION 


Dept. 2B, 1128 Crenshaw Boulevard, Los Angeles 19, California 
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INDIVIDUAL CHAIRS ADD TO THE 
LOOK OF HOSPITALITY AND SUCCESS 


First impressions are good —and /asting—when you compliment 
your visitors with the fine appearance and comfort of Harter 
chairs in your reception room. 


With these chairs you can enhance the color scheme of your 
offices. You choose from a wide range of colors in leather, fabric 
or plastic upholsteries. For example, the C-1910 chairs are shown 
above in top grain leather. The Harter 710 pictured separately has 
rich fabric upholstery. 


Metal finishes are durable baked-on enamel. Again you 
select the color either from the standard office fin- 
ishes or from the new pastels which harmonize 
with the decorative tones in upholstery. 


Top quality upholsteries and steel construc- 
tion enable Harter chairs to keep their like- 
new appearance for years and years. They’re 
a sound business investment that says nice 
things about you to your visitors. 


Write for literature on Harter chairs .. . we'll 


send name of your nearest dealer. 


HARTER or 


s'TUERGCIS, MICHIGAN 


Model 710 


106 Prairie Street, Sturgis, Michigan 
In Canada: Harter Metal Furniture Ltd., Guelph, Ontario 
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play favorites, each man does his best, 
and the group as a whole makes bette 
headway. As the crew functions more 
smoothly, productivity rises and pride 
along with it. Because the boss is play- 
ing the part they expect from him, 
some of the pride rubs off on him. 

This ascending spiral of reactions 
goes into reverse when the poor leade1 
touches off hostile reactions from the 
beginning. His actions may not be so 
odious in themselves, but they may 
touch off negative reactions that build 
up, one on another. 

A demonstration of the far-reaching 
spiral of emotional feedbacks was made 
by Dr. Milton W. Horowitz at the 
National ‘Training 
Group Development (3). Studying how 


Laboratory in 


adult leaders in their home communi- 
ties accepted or rejected the controver- 
sial acts of others, he found that when 
a reprehensible deed was done by some- 
one who had been previously rejected, 
it was roundly condemned. But if a 
person they had liked committed the 
questionable act, it was approved, or 
at least condoned. 


FRIENDLY BOSS MORE PRODUCTIVE 
THAN FRIENDLY CREW 





This suggests that the boss who must 
do the unpleasant in the line of duty, 
won't suffer too much loss of popularity 
if he has previously established a favor- 
able feedback in his relations with the 
crew members. 

No doubt, an intrinsically winning 
personality is an initial asset to the 
leader—if he follows it with positive 
leadership traits. But, at best, charm is 
a fringe benefit. The successful leader 


gets things done and is accepted on a 
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“Secrets” 


on your Business Forms 





“SECRET 
SPOT”’ 
Carbon Paper 


OMITS 


any information 
in any position 
on any part of any form 





MODERN! EFFICIENT! 
FOOLPROOF! 


Far superior to block-outs, cut-outs, car- 
bon spots and other previous methods. 

Our exclusive process creates desensi- 
tized areas (‘Secret Spots’’) which auto- 
matically prevent carry-through of 
entries. Permit closer register, and wider 
variation of size and shape. 


eeay tg’ Dis hl ‘ TeYQ99 . 
SECRET SPOTS ’§ive you 

POSITIVE CONTROL OF INFORMATION 

— variable on each part of any form. 

DELETION WITHOUT DEFACING 

— provides neater, more dignified forms. 

ACCURATE POSITIONING ANYWHERE 

— any size, shape or number per sheet. 


OPEN AREAS AVAILABLE 

— for printed instructions, advertising, 
records, etc. 

Available on: 

LITHOSTRIP marginally punched, continu- 
ously interleaved forms and 

LITHOSET one-time carbon sets. 


Write today for full details and 
FREE SAMPLE SET. 
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personal, as well as a technical level, by 
members of his crew. 

What goes before and after that 
“and” are related. Build up one side 
and the other automatically gains. 
Weaken one, and the other sags. 
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Learn How One Firm Saves 
$120,000 A Year 
With An Office Incentive Program 


WORKSHOP 


i: SEE PAGE 5 
MANAGEMENT FOR FULL 
DETAILS 
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ont know how we ever got along 
without our 
eritax Copier" 






Only $240... makes 
5 photo-exact copies in one 
minute for 2¥2¢ each 


In thousands of offices youll hear bosses and 
secretaries echoing this endorsement. 


For the way a Kodak Verifax Copier 
eliminates retyping, dictation, waiting 
for copies puts it in the “indispensable” 
class. And the dollars it saves on job 
after job often exceed its low $240 
cost the very first month. 


Here are just a few of the short cuts 
you'll enjoy with this completely 
different photocopier, which enables 
anyone to make 5 copies of a document 
in 1 minute—under full room light— 
for just 242 cents each. 


[] Eliminates dictation and typing when 
answering letters or memos which ask 
questions. Just jot the answers in the margin. 
Then send a Verifax copy as your reply and 
file the original away. 


[] Eliminates “I quote” memos. Instead of 

dictating paragraph after paragraph from sales 
inquiries and other correspondence, simply send Verifax copies 
of the original to all concerned. 


[] Eliminates slow “one-copy” routing. Everyone gets the story 
at once... can think at once... . when you dispatch Verifax copies 
of magazine and news articles, ete. 


‘{] Eliminates retyping for extra copies. If you need more carbons 
than you asked your secretary to make—no problem. Your Verifax Copier 
gives you easy-to-read copies even from carbons. You can also use this 
versatile copier to make an offset plate in one minute for less than 20¢! 


Complete list of valuable tips for boss, secretary and office staff are 
included in new, free booklet, which also gives full details on 
Verifax Copier, Letter-Size, at $240; and Legal-Size Copier, at $395. 


Prices quoted subject to change without notice. 


—————— MAIL COUPON TODAY ————-—-——— 


RET 


= EASTMAN KODAK COMPANY, Business Photo-Methods Division, 
343 State Street, Rochester 4, New York 












Please send free copy of “New Time-Saver, 197 


New Idea for Every Office.” 


Name a a a 





Company 


Street 


State___ 
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More Time for Management 


NeEvER before in the history of American business has the 
handling of detail been so important. Shaw-Walker ‘“‘time- 
engineering” has perfected features that make the organizing 
and handling of office work easier. These features, exclusive 


with Shaw-Walker, give management more time to manage. 


This stylized Work-Organizer Desk is the closest approach to desk automation yet 
created. ‘* Time-Engineered’’ 22 ways to make each day’s 
work easier and more productive. 86 models for every need. 






































Drawer Interiors Are Planned to Modern As Tomorrow— Noiseless Drawers Easier on 


make every move easier, faster. Years ahead in beauty and Nerves. Permanently lubri- 
Drawers provide specific places comfort. Stylized base, re- cated nylon glides and acous- 
for all work and working tools cessed back. There’sa wide _ tical fiber soundproofing 
keep top entirely clear of every- choice of top styles, top combine to achieve a new 
thing but job at hand—guar- materials, drawer arrange- high in easier, quieter opera- 


anteed to eliminate clutter. 


ments and color styling. tionanda moreefiicient office. 











New 1956 Office Guide. 292 pages of ideas and equipment. 
¥ tt Everything for the office except machines. 5,000 products 
matched for appearance, matched for results. Free to execu- 
tives when requested on business letterhead. 






office quide 


EVERYTHING 
FOR THE oFnice 


exCaT MACS 


GHAW-WALKER Largest Exclusive Makers of Office — 


% Muskegon 55, Mich. Representatives Everywhere 
(Circle 853 for more information) 
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HOW TO INCREASE CONTROL AND REDUCE COST OF 


Processing engineering 


documents 


meee = hen their security 
program required better protection and 
control of engineering records, the Otis 
Elevator Company’s answer was micro- 
filming “with a twist.” They set up a 
simple compact system for handling 
drawings and data. The system, based 
on microfilm mounted in punched 
cards, eliminated processing delays and 
simplified paperwork control. 

Otis started with a basic program of 
microfilming and mounting copies of 
engineering drawings in 3” x 5” index 
cards. The initial filming and card 
mounting project took care of 150,000 
of the most important drawings. Each 
year since then, about 10,000 original 
engineering drawings are processed in 
much the same way. 

Although Otis has some of its en- 
gineers in New York City and others in 
the plant at Yonkers, 15 miles away, 
there are no delays in finding a blue- 
print. At both offices, the engineer 
simply pulls the appropriate card from 
a small file cabinet. He then places the 
card in a reader and checks the en- 


largement thrown on the screen. If a 
reference copy is required it is quickly 
processed in a compact printer and de- 
veloper. Floor space required for equip- 
ment and work area is 10’ x 16’. 


How the equipment works 


The “heart” of the whole technique 
is the aperture card, which comes al- 
ready prepared. ‘Then, individual pieces 
or groups of microfilm can be mechan- 
ically or manually mounted in the card. 
Because full identifying data can be 
punched, typed, or written on the cards 
or jackets, the processes of mechanical 
look-up and refiling are streamlined. 

Film grain has been improved to pro- 
vide detailed reproduction of drawings, 
regardless of enlarged size. A number of 
processes have been perfected for 
largely automatic reproduction of full- 
size or scaled-down copies, either by 
dark room or daylight handling proc- 
esses (photo copying, xerography, 
transfer copying, etc.). 

It used to cost $15 to look up, repro- 
duce, and refile a single engineering 


Used in any office light, this large sized microfilm reader can enlarge up to 24” x 36”. It 
facilitates the reading of finely scaled engineering drawings. 
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Two Otis Planning Department employees 
note data being screened on a desk top 
microfilm reader. This unit is installed in 
the company’s New York City office. 


That’s 
what engineering standards and meth- 


drawing or set of blueprints. 


ods specialists give as a conservative 
estimate of the “hidden’’ cost. And 
hidden costs—plus heavy time losses— 
are what prompted studies by the Otis 
management to find means of mechaniz- 
ing the whole procedure of reproducing 
documents; of housing them in ready 
reference form; of cutting the heavy 
costs of transporting, refiling, and other 
processing steps. 

There is another cost—one which 
should be even more apparent, but 
which is usually overlooked entirely, 
the loss of engineers’ time. The time- 
saving convenience of the microfilm 
card system is Otis’ greatest gain. In the 
matter of direct costs, the Otis experi- 
ence has been that each mounted micro- 
filmed drawing costs 10 cents. 

Otis executives estimate that the cost 
of the microfilm, mounting, and index- 
ing of the cards compares favorably 
with the cost of adequately indexing 
the microfilm maintained in reels. The 
cost for the new system is less than the 
expense of maintaining an indexed file 
of full size blueprints for the conven- 


ience of the engineers. m/m 


See ee ee ee st ee 
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. that's the enthusiastic report received 
from Mr. R. W. Shartle, Jr., Office Manager, 
Wagner Electric Corporation, St. Louis, Missouri. 


Like many other leading companies, Wagner Electric 
Corporation has found that a CUMMINS Automatic 
Numbering Perforator provides the simplest and 
surest way to account for each order and invoice—to 
insure the daily billing of every shipment. 


With CUMMINS Order Control, accounting for each 
day’s shipments is reduced to the simplest of routines, 
dispatched in a matter of minutes. This is because a 
CUMMINS Automatic Numbering Perforator auto- 
matically assigns control numbers as action is taken 
and automatically registers the number used, Costly 
periodic check-outs of unfilled orders are completely 
eliminated, since it has been done on a day-to-day 
basis. This can only be done when the control numbers 
covering any one day’s action are in exact sequence 
with no numbers missing or duplicated. 


me «6 FREA... 
‘= \ to you! 
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See for yourself how a CUMMINS perforator can save you both 
time and money . Streamline your procedures, and reduce 
unaccountable inventory shrinkage that eats into profit. Write 
today for complete details on a working demonstration, using 
your present forms. 


"Perforation helps us 


be sure to bill 


every order we ship!" 











When you number with a Cummins perforator, the 
mark is as permanent as the paper itself. The large, 
legible numbers can be read from a distance of several 
feet. Thus the perforated number can also serve as a 
validation. Merchandise is not allowed to leave the 
dock unless accompanied by an order bearing the per- 
forated number. 


These perforators are rugged... eager to take on your 
toughest, most difficult jobs. Order sets containing up 
to twenty copies with interleaved carbons are marked 
in a single actuation. Insertion of the order set actu- 
ates the machine and automatically advances the 
number for the next set of papers. 


Your C.P.A. can tell you! ... The Systems Supervisor 
of your Public Accounting Firm knows the importance 
of a systematic check-out of orders and invoices, 


IN BUSINESS AND BANKS SINCE 1887 


UMMINS 





Seeeeeeeeeeeeeeesreseeeeeeeeeaereeeeeeeee 








CUMMINS BUSINESS MACHINES 
Division of Cummins-Chicago Corporation 
4740 North Ravenswood Avenue * Chicago 40, Illinois 
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wamped by A Sea 
of Paperwork 7 


business form and system. 


If your business forms require more 
than one copy, the odds are pretty 
certain that ordinary forms and 
procedures are too voluminous, too 
time consuming and too costly. 
But don’t abandon ship! 


CALL COLITHO'S FOLIO OF 
APPLICATION IDEAS TO THE HELM 


This folio is jam-packed with ex- 
amples of how Colitho Offset 
Duplicating Plates have stream- 
lined virtually every type of 


Colitho Plates produce sparkling, 
original-like copies faster and more 
efficiently. They completely elimt- 
nate re-typing and the possibility 
of transcription errors. 


COLITHO'S FOLIO OF 
APPLICATION IDEAS 


contains solutions to 
many paperwork 
problems. Send coupon 
with your letterhead for 
your free copy. deen 


THE “ONE-WRITE” WAY TO RUN A BUSINESS 


Colitho Division, COLUMBIA RIBBON AND CARBON MFG. CO., Inc. 
571 Herb Hill Road, Glen Cove, N. Y. 


Send me the Folio of Colitho Application Ideas. 
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Industry-College Relations 





This comprehensive survey details the 
ways in which industry and _ colleges 
work together. It is intended as a prac- 
tical guide for industry and_ college 
leaders who seek to establish better co- 
operation. The book covers four broad 
phases: formal relations, modes of com 
munication, educational mechanisms, 
and areas of special concern. 

EDWARD HODNETY, The World Publish- 
ing Company, 2231 West 110th St., 
Cleveland 2, Ohio. 158 Pages. $3.50. 


Personnel Management in Small 
Plants 


This book deals systematically with the 
administration of the personnel func- 
tion in plants with less than 300 em- 
plovees. For each of 31 major personnel 
functions, the book presents a concise 
exposition of the principles of person- 
nel management, and empirical infor- 
mation (tables and text) on today’s pre- 
vailing practices. 

DR. ALTON W. BAKER, Ohio State Univer- 
sity, Columbus, Ohio. 288 Pages. $4.00. 


The Toastmaster’s and Speaker's 
Handbook 


This is a practical manual for the busi- 
ness executive who speakers in public 
or conducts meetings. It contains basic 
rules and hints on speaking at confer- 
ences, committee meetings, fund-raising 
drives, parties, and other occasions. 
These include planning and conduct- 
ing a meeting, preparing a speech (what 
to say and how to say it,) and using 
stories and anecdotes effectively. Ex- 
amples of actual speeches, introduc- 
tions, quotations, epigrams, witticisms 
and stories on many topics are cited. 

HERBERT V. PROCHNOW, Pocket Books, 
630 Fifth Ave., New York 20, N.Y. 343 


Pages. 35 cents. 











Help insure the success of 
every meeting . . . with 


O " HI-Lo 


ADJUSTABLE 
LECTERN 






‘ 





e 
Electrically 
operated 
& 
Push-button 
contro! 

e 
Positive 
action 
= 
Quiet, 
dependable 
performance 


@ This lectern accommodates users of any height 
— short, medium, tall. Helps give the speaker poise 
confidence, command of his audience. Raises and 
lowers through a range of 8 inches, instantly, noise 
lessly, at a touch of the push-button control. Avail- 
able in a variety of finishes. Prices from $440. Write 
for literature, specifications. 


DETROIT LECTERN CO., INC. 
13336 Kercheval Ave. 
Detroit 15, Mich. 
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STURGIS 
2200-G 


with scuff-proof, noiseless, 
self-leveling fiber glass base 


for all men in big jobs 
and big men in-all jobs 


POSTURE 
CHAIRS 


THE STURGIS POSTURE CHAIR COMPANY 
Sturgis, Michigan 

21S dealer or write for literature to 

154 E. Erie St., Chicago 11, Illinois 
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Great Enterprise 


This book traces the growth and _ be- 
havior of the “big’’ corporation. Based 
on a four year study, it gives the “in- 
side”’ story of the principles and _poli- 
cies under which fifty top corporations 
operate. It discusses the big corpora- 
tion’s transactions and markets, organi- 
zation, directors, committee manage- 
ment, decentralization, corporate struc- 
ture, and government control. 
HERRYMON MAURER, The Macmillan 
Company, 60 Fifth Ave., New York 
11, N.Y. 303 Pages. $5.00. 


S 


Monopoly in America 


This book attacks the problem of 
government policy toward business. The 
authors argue that federal policy largely 
determines whether enterprise is to be 
free, and competition effective. They 
support their argument by examining 
the impact of government policy on 
such issues as taxation and expendi- 
tures, the distribution of defense con- 
tracts, and the disposal of surplus prop- 
erty. They contend that more competi- 
tion, rather than more regulation, will 
best protect the public interest. 
WALTER ADAMS AND HORACE M. GRAY, 
The Macmillan Company, 60 Fifth Ave., 
New York 11, N.Y. 221 Pages. $3.50 


Remembering Made Easy 


This book is intended as a_ practical 
guide to memory improvement. Clear 
and simple methods, like peg words and 
Mnemonic devices, are presented. Ex- 
amples are given for every method, with 
pointers on how and when to use them. 
COL. ARTHUR L. LOGAN, Arco Publishing 
Co., Inc., 480 Lexington Avenue, New 
York. 94 Pages. $2.50. 


Improving the Work Skills of the Nation 


This book gives a detailed picture of 
how the secondary schools, industry, 
and the community alftect the nation’s 
work skill. It reveals the complex inter- 
relationships involved in the develop- 
ment of skill, and provides insight into 
the question of improving industry’s 
manpower management. 

PROCEEDINGS of a National Manpower 
Council Conference, Columbia Univer- 
sity Press, 2960 Broadway, New York, 
N.Y. 203 Pages. $3.50. 
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Burroughs Sensimatics can cut your accounting costs 





Two leading California manufac- 
turers—different products, different 
problems. Yet both use Burroughs 
Sensimatic Accounting Machines to 
save fat chunks of their two biggest 
assets—time and money. 

U. S. Divers Corporation in West 
Los Angeles, makers of the skin- 
diver’s famed ‘“‘Aqua-Lung,” needs 
just one Sensimatic. While multi- 
million-dollar Douglas Aircraft uses 
several. 

To take on all comers the way it 
does, a Sensimatic must have some- 
thing extra special—and it does! Its 


equalizer is a four-sided knob which 
acts like the gear shift in your car— 
one quarter-turn shifts the controls 
or “sensing panel’ from one ac- 
counting job to another... gives you 
four speciaiized accounting machines 
in one. And that’s a sound invest- 
ment for any size business. 

Moreover, for other operations or 
even a new system, you simply slip 
in another four-job panel. And this 
not only takes the trouble and 
expense out of changing accounting 
methods; it also keeps today’s Sensi- 
matic modern tomorrow. 


(Circle 809 for more information) 


Sensimatics come in six different 
series—two to 19 totals. We will 
gladly demonstrate the one you 
prefer. Call our branch nearest you, 
or write Burroughs Corporation, 
Detroit 32, Michigan. 


Wherever There’s 


Business There’s _[{ Burroughs 


, 


“‘Burroughs’”’ and “‘Sensimatic”’ are trade-marks 
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Now... Carbon 


“Weather Cond 


* Exclusive "Weather- 
Conditioned" formula 
makes Carter's Special 
Occasion carbon paper 
handle easily under all 
sorts of weather 
conditions...prevents 


Slippage and stenciling. 


OFS a ae) ae Spee 


Carbon 


Good carbon paper is expected to 
be clean, handle easily, make 
good copies and wear well, and 
Carter’s new Special Occasion 
rates at the top when _ these 
features are considered. 


But Special Occasion is more 
than a good carbon .. . it is the 
result of an entirely new ap- 
proach . . . outperforms and 
outwears ordinary carbons be- 
cause of an exclusive Carter 
development, the ‘Weather Con- 
ditioned” formula. 


However... “the proof of the 







ial Oceasion 


Paper 


pudding is in the eating”. Your 
own test will do more to show 
you why “Weather Conditioned” 
Special Occasion Carbon is the 
carbon for your office than any- 
thing we might say. 

Make your own rigid test. 
Write us for samples, telling 
us whether your office has electric 
or regular typewriters, and how 
many copies your secretary 
usually makes. Then you'll know 
why “Weather Conditioned” 
Special Occasion is the most 
modern, yet the most economical 
carbon your office can use. 


On Sale at Leading Stationers and Office Outfitters 


THE CARTER’S INK COMPANY 
MASSACHUSETTS 


CAMBRIDGE ‘i ? 


(Circle 858 for more information) 


32 











Select healthy workers 


ways 
to reduce 


worker 


fatigue 





Cut heat and humidity 





Organize worker teams 
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ELAR! \\ |, do certain 
workers tire faster than others doing 
exactly the same job? It isn’t enough to 
say that some people are lazy—or “hung- 
over’’—or malcontent. There is a legit- 
imate reason why one person tires 
faster than another when there is no 
apparent physiological or psychological 
reason for the difference. 

Experts know that there are two 
basic factors causing fatigue. One in- 
volves emotion: it is known that bore- 
dom and poor social adjustment take a 
toll. The second major factor is physio- 
logical. In this area, Dr. Lucien Brouha, 
of the Haskell Laboratory of Industrial 
Toxicology, has conducted an exhaus- 
tive study in plants of the Aluminum 
Company of Canada. He has measured 
the effects of environmental conditions 
as well as the psychological makeup ot 
the workers involved. From his studies, 
the following six basic proposals tor 
reducing industrial fatigue —_ have 
evolved. Properly applied they can pro- 


vide substantial labor savings. 


1. Select physically fit workers 


The capacity to perform work de- 
pends on a combination of physical 
fitness and training for the job. Dr. 








Reduce individual strain 
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Brouha found, when studying men who 


appeared to be thoroughly adapted to 
their work and to the environment of 
their jobs, wide differences prevailed. 
He discovered through frequency dis- 
tribution curves of pulse rate and body 
temperature that, in order to accom- 
plish the same task, some workers ex- 
perience a much greater physiological 
stress than others. The upper values of 
indicate that 
these men are “paying too much” for 
the job and should be given an easier 
kind of work. When the “physically un- 
fit’’ are thus eliminated, the remaining 
workers have a higher efficiency at a 


the distribution curve 


lower physiological cost. 

In many instances, the elimination of 
the poorly fit also has a beneficial effect 
on the morale of the group. The man 
who is fatigued by his job blames the 
job rather than himself—and influences 
the attitude of his co-workers. 


: 


In certain operations where several 
men are involved, Dr. Brouha found 
that the physiological stress remained 
too high when the work team was 
small. Under these conditions, the only 
way to bring down the fatigue of the 
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workers, he discovered, was to add men 
to the team. This decreased the individ- 
ual physical exertions of the workers 
and also decreased the resting time 
necessary. It is important, however, to 
add workers who will be able to oper- 
ate at an efficient rate. Mere manpower 
isn’t enough. 


3 


Regardless of the type of work being 
done, it is important for the worker to 
replace water losses promptly to main- 
tain peak efficiency. Unfortunately, 
there is no standard that governs the 
amount of water each individual needs. 
Intake varies in direct proportion to 
muscular exertions on the job. 

In heavy jobs, 12 quarts, or more, 
can be lost during eight hours of work. 
To avoid excessive fatigue, this loss of 
water must be compensated for during 
the working day. Drinking must be fre- 
quent, and sufficient to maintain the 
water metabolism at a normal level on 
an hourly basis. 

The secret of maintaining efficiency 
is to maintain, as near as possible, a 
constant body weight during work. Loss 
of water reduces body weight. Eventu- 
ally the body will demand sufficient 
water to regain weight lost. 

It is worth noting that the _ best 
method of drinking water is by the use 
of paper cups. In this manner, intake 
can be measured and a record kept. Dr. 
Brouha also points out that workers 
have a tendency to fall behind in their 
drinking if they judge for themselves 
the amount needed to restore adequate 
body liquid. 


4. 


If you can reduce the temperature at 
which work is done, you can lower fa- 
tigue This can be 
achieved by an adequate ventilation 


proportionally. 


insulating the 
protecting the 


system, by properly 
heat, by 


workers with screens or special cloth- 


sources. of 


ing, and by developing tools and 
methods which will enable a man to 
work as far as possible from the heat. 

Humidity is another critical factor. 
In Dr. Brouha’s tests, when tempera- 
ture and humidity were reduced—and 
increased favor- 


air movement more 
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New...a Typewr 
that gives “Hxee 
plus long mileag 


* with a special bonus 
---Carter's Silvertip 
Clean End, to keep 
fingers clean... 
Secretaries happy 
when ribbons 
are changed. 















OF a a aes ae Super 


Nylon Ribbon 


Carter’s “Super Nylon”, with 
the Silver Tip, gives typed 
letters that “steel engraved 
Executive Tone.” 


Carter’s “Super Nylon” 
gives you more “mileage” 
per penny than ordinary rib- 
bons. 


Carter's “Super Nylon” 
comes in three inkings, and 
in special tough fabrics for 
hard-pounding electric type- 
WIREGES « « 


These are just three good 
reasons why Carter’s Super 
Nylon ribbons are actually 
less expensive than ordinary 
“economy brand” ribbons. 


For real proof of Super 
Nylon superiority, buy a 
dozen from your local dealer. 
We have a hunch that after 
you have given that trial 
dozen your own rigid test, 
you'll Standardize on 
Carter’s Super Nylons. 


On Sale at Leading Stationers and Office Outfitters 


42, 








THE CARTER’S INK COMPANY 


MASSACHUSETTS 


(Circle 858 for more information) 
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Can Your Firm Qualify For This 


New Bonus Plan? 





Does your firm employ outside salesmen? Do your 
executives require automotive transportation at com- 
pany expense? If so—and if your corporation earns at 
least $25,000 annual net taxable income, then whether 
your firm now leases cars or not, the new, exclusive 
BONA-LEASE program is important to you. 


Here’s why: 


8 


BONA-LEASE offers a new method of providing 
automobile transportation to your employees 
within the framework of your current company 
policy. This method not only saves your company 
money, but gives loyal and qualified personnel 
actual ownership of the automobile at the end of 
the contract period. 


BONA-LEASE, in tune with the times, provides 
major tax-free benefits to employees at lowest 


A Plan 


Relations 


a leading 


possible cost to the company. It is a proved 
method of holding valued employees. 


BONA-LEASE strikes right at the heart of one 
of today’s biggest overhead items: transportation. 


BONA-LEASE Plan has been thoroughly inves- 
tigated and approved by leading legal and ac- 
counting authorities. * 


BONA-LEASE is operating nationally, and its 
flexible program can be tailored to your individual 
company needs. This is the only automobile leas- 
ing plan where title passes to the employee at the 
end of the contract period. 


Send today for complete information, no obligation. 


*Names on request. 


#H Oo sa A - L i AS E ) j hs Cc » A Division of Pacific System U-Drive Co. 


4000 Venice Blvd. 


Los Angeles, Calif. 


(Circle 865 for more information) 


Devised by a 


Noted Industrial 


Counsellor, a 
Tax Consultant, 
a Transportation 


Engineer and 


Sales Manager * 





able heart rate recovery curves were 
recorded during a working shift. At the 
same time, the average body tempera- 
ture was reduced from 99.3F to 98.6F. 
Therefore, maintaining temperature 
and humidity as low as ventilation cost 
permits, reduces considerably the stress 
upon the heart and circulatory system. 
The final result is less fatigue and 
greater productivity. 


5. Reduce the Work Load 


\ny body motion is the result of the 
contraction of at least two groups of 
muscles—those which produce the ac- 
tion and others which control it. In 
many instances, however, additional 
muscles have to contract statically to 
maintain the body in the position re- 
quired for a necessary movement. A 
simple example can be found in paint- 
ing a ceiling. Severe fatigue is experi- 
enced because many muscles are stati- 
cally contracted. Compare this with 
the relatively few muscles that come 
into play when painting a floor. 

Dr. Brouha suggests that by combin- 
ing time, motion, and physiological 
studies it is possible to make many in- 
dustrial operations easier—less fatiguing 


and more productive. 


6. Organize Adequate Rest Periods 


In many instances, particularly in 
“hot industry’—even when mechaniza- 
tion is advanced and temperature has 
been controlled—high fatigue is_ still 
observed. In such cases, adequately 
organized rest periods provide reduc- 
tion of the physiological stress. Dr. 
Brouha found that when the job is 
scheduled so that workers take rest 
periods at set intervals—especially when 
the periods are long enough to insure 
complete or nearly complete recovery 
excessive fatigue could be avoided 
throughout the shift. 

Establishing rest periods is not easy. 
It must be done carefully, usually by 
trial and error, and with the close col- 
laboration of the plant doctor and the 
industrial engineer. Both of these peo- 
ple are needed so that changes in rate 
of work and in production can be 
evaluated together with changes in 
physiological reactions. m/m 
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You Get Things Done With. 
Boardmaster Visual Control 






Gives Graphic Picture of Your Operations— 
Spotiighted by Color 


Facts at a glance—Saves_ Time, 
Money, Prevents Errors 


Saves 
Simple to operate—Type or Write on 
Cards, Snap in Grooves 
Ideal for Production, 
Scheduling, Sales, Etc. 


Traffic, Inventory 


Made of Metal. Compact and Attractive. 
Over 50,000 in Use 


$4g50 


24-Page BOOKLET NO. M-400 
Without Obligation 


Complete price 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street e New York 36, N. Y. | 


(Circle 823 for more information) 


including cards 


How Long 


Should Records be Kept? 
this FREE 


ekee) 40-3 am a-3 1 T- 








Now 
available— 
our Manual of Re- 
cord Storage Practice 
with Retention Periods for 
general business and banks. It 
tells a simplified story of record 
procedure and an easy-to-do 
storage plan for inactive records. 
A VALUABLE GUIDE FOR 
EVERY BUSINESS. For your 
FREE copy, clip this ad to your 
letter-head and mail to: 


BANKERS BOX CO., Dept. MM-1 
720 S. Dearborn St., Chicago 5, Illinois 


(Cirele 808 for more information) 
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How to cut 
receiving 
and 
shipping 
costs 





Survey reveals 14 ways 
to streamline operations 


mmm Phere is plenty of op- 
portunity for cost reduction and meth- 
ods improvement in the typical com- 
pany’s receiving and shipping depart- 
ment. If unnecessary delays could be 
eliminated, carriers of small shipments 
could reduce their pickup and delivery 
costs by as much as 20 percent. 

In an intensive study of less-than- 
truckload shipments handled by nearly 
40 motor carriers in eight cities, com- 
pleted by us for the American Truck- 
ing Association, we found that the ma- 
jor cause of delay for pickup and de- 
livery drivers is not traffic, but lost 
time at the shipper’s dock. That is the 
main reason why small shipments cost 
as much as they do. 

Many companies that have brought 
good productive planning, scheduling, 
and control have failed to take the 
final, logical step of converting produc- 
tion and into 
transportation requirements and sched- 


warehouse schedules 





by Neil Drake, Partner 
Drake Startzman, Sheahan and Barclay 





Record handling production 
increased 75% with 





The above illustration shows a double deck ROL-DEX unit saving money for a large eastern 
railroad. This particular unit is used for active overcharge freight claim records. Posting and 
reference work is done by the clerk right at the file, yet the records are immediately accessible 
to outside reference at all times 


Increased record handling production cuts costs for many depart- 
ments of this railroad; from one double deck ROL-DEX to handle 
over-charge freight claims (above) to a battery of twelve ROL-DEX 
units to record carload movements in the traffic division. ROL-DEX 
record handling equipment pays off through: 


@ better working conditions—clerk remains seated . . . 


less fatigue . . . less turnover in trained help. 


@ direct reduction in personnel required for record han- 
dling operations. 


@ increased speed and efficiency in record handling means 
faster and better service. 


Inquire about this and other ROL-DEX installations 






WATSON MANUFACTURING CO., Inc. : 
{ Rol-Dex Division, Dept. E-4 3 
: Jamestown, New York / 
Please send me information about ROL-DEX and TRANS-DEX record units 
Company.........-.+: 5s a lee aS ee ade ey ! 
; Name....... i cntitcsness 
; Street . Zone 
1 City State 
6, an and as en ems Gn ae Ge en a es On es eee - 





* — 


WATSON (established in 1887) also builds a complete line of filin 


cabinets and courthouse, bank and hospital equipment. 
(Circle 845 for more information) 
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Better Built for Better Business 


The superior quality of ASE steel office furniture is inherent in its design, construc 
tion and finish. The extra advantages ASE offers you are real. You can see them... 
test them ... compare them at your dealers. « Here are some ASE advantages to 
look for. All are ASE developments...many are exclusive. ¢« Desk tops have rounded 
corners and mar-proof Styledge Molding set in anodized aluminum trim. Pedestals 
are tapered... styled for pleasing appearance. Pedestal bases are smoothly rounded 
—no sharp edges to catch or scuff shoes. Island bases afford more comfortable foot 
room. Desk drawers are extra deep. They glide smoothly, easily, quietly on six patented 
Nylon bearings. Desks are Bonderite treated to resist corrosion and provide the fin- 
est, permanent, lustrous finish. Every ASE product has similar exclusive advantages. 
See your ASE Dealer and investigate the many extras that mean greater efficiency, 


——-s 
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Write for complete information. There’s an ASE dealer near you 


(Circle 802 for more information) 


ASE STEEL 
OFFICE FURNITURE 


See the smart, new ASE steel furniture at your dealer's 


ALL-STEEL EQUIPMENT INC., Aurora, Illinois 





ules. Here is a simple 14-point pro- 
gram to reduce shipping costs: 

1. Establish the position of director of 
physical distribution as a top-level job 
for direction of materials handling, 
warehousing, receiving and shipping, 
transportation, layout, packaging, and 
control of materials. When these func- 
tions are coordinated organizationally, 
they also can be coordinated on the 
operational level. 

2. Plan and schedule receiving and 
shipping as carefully as you schedule 
plant operations. Most companies re- 
ceive shipments in mid-morning and 
ship in mid-afternoon. Scheduling your 
receiving operations over a long period 
would mean less congestion in your re- 
ceiving department, and the carrier 
could spread his deliveries. 

3. Apply methods engineering to re- 
ceiving and shipping. 

4. Take a critical look at your facilities. 
Common defects are too few truck 
spots, and lack of platform space in 
which to sort inbound materials or as- 
semble shipments. 

5. A good traffic flow is dependent 
on layout, especially of aisles. 

6. Segregate shipments by carrier. It 
speeds up loading, reduces errors, and 
improves turnover of the space. 

7. Pack in smaller units. Keep your 
packs down to 55 or 60 pounds, the 
weight one man can handle. 

8. Mark legibly, accurately, and com- 
pletely. The shipper who uses any- 
thing but the best marking methods is 
inviting delay, misrouting, and loss. 
9. Check legibility of bills of lading. 
10. Notify the carrier of your require- 
ments. He can improve his service pro- 
vided he can schedule his equipment 
to be where it’s needed at exactly the 
right time. 

11. Help the driver as much as possible 
so you can get your freight loaded or 
unloaded quickly. 

12. Check freight carefully when you 
floor it in the shipping department. 
13. If the carrier drops trailers at your 
dock for your people to load, tell the 
carrier’s dispatcher the destination of 
the shipments and he will give you a 
sequence for loading them. 

14, If you are a large shipper, prepay 
freight charges. This reduces the num- 
ber of invoices and payments the car- 
rier must process. m/m 
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ANAGEM™MENT 


by Leslie M. Slote 


Director of Industrial Relations, Norden-Ketay Corporation 
Management and Labor Relations Consultant 


You have touched on the subject 
of corporate mergers in recent arti- 
cles in MANAGEMENT METHODS. 


How are these usually financed? 


In the case of smaller companies, 
acquisition is often consummated by 
cash purchase. This does not dilute the 
equity of the existing stockholders, but 
makes the seller subject to capital gains 
tax on profit received. A modification 
of cash purchase is the exchange of 
stock purchased on the open market by 
the buyer. This avoids dilution of stock 
of the buyer and eliminates the capital 
gains tax for the seller. 

Another variation is the exchange of 
common stock with a proportionate in- 
crease in the number of shares of com- 
mon stock of the surviving corporation. 
It has a disadvantage because earnings 
may be temporarily depressed if the 
new acquisition is not as profitable as 
the surviving corporation, or if a sub- 
stantial investment is required to build 
up earnings of the new acquisition to 
a satisfactory level. Its major advantage 
is that since it does not involve an out- 
lay of money, it allows mergers that 
would not otherwise have been possible 
because of cash limitations. 

After a corporate acquisition has 
been consummated, such activities as 
reorganization, building sales, expand- 
ing product lines, modernizing facilities 
and equipment, and building a compe- 
tent management team may cause a 
drain on finances. Unless ready cash is 
available through bank loans, selling 
off of other assets, or through other 
means, 


hardships may be imposed 
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on the new organization through lack 
of sufficient working capital. 


How do companies overcome the 
difficulty of expanding into a desir- 
able field when they lack the re- 
quired technical 
know-how? 


competence’ or 


Most companies naturally prefer to 
acquire a going corporation that has 
already developed the technical know- 
how through its own engineering ef- 
forts. However, the fact that a going 
company is not available for purchase, 
has been no deterrent to expansion. 
Two other alternatives are available. 
One involves the use of technical or 
specialized know-how acquired from 
outside sources, and the other involves 
the building of technical competence 
through your own research and de- 
velopment activities. 

National Distillers, for example, en- 
tered the chemical industry in recent 
years for purposes of growth through 
diversification. When National decided 
to build a metallic-sodium plant, they 
purchased know-how from duPont on a 
basis in which full technical informa- 
tion was freely given, operating per- 
sonnel were thoroughly trained, and 
full assistance was given to make sure 
that the new plant would be able to 
operate successfully. 

The technique of constructing and 
operating plants based on outside know- 
how depends upon such satisfactory 
arrangements. Unfortunately, opportu 
nities of this type do not occur too 


frequently. And very often, when such 
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SELECTIVE VERTICAL CONVEYOR 


DELIVERS A MILLION PIECES OF MAIL PER MONTH TO 30 FLOORS! 


At the Pittsburgh, Pa. home office of U.S. Steel Corporation, 
a Lamson Selective Vertical Conveyor has cut delivery time 
for a letter from one hour and a half to only ten minutes. 


Beginning at 8 a.m., mail is automatically dispatched from the 
14th floor mailroom every 30 minutes during the working day. 
Trays which will carry 
up to 30 lbs. of mail are 
placed on the loading 
station. The operator sets 
a dispatch dial for the 
load’s destination. As an 
empty car passes the 
loading station, the tray 
is automatically loaded 
on the car. The car then 
rises, passes up over a 
driven sprocket, and 
continues down the de- 
scending shaft to the pre- 
determined unloading station where it is automatically 
discharged. Mail can be sent directly from any floor to any other 
floor in the system. 


The Lamson Selective Vertical Conveyor’s control system insures 
full protection to all operating personnel as well as full protection 
to the load. Speeds communications . . . reduces hours wasted in 
nonproductive work. 


A Lamson-engineered system can be the answer to your need for better 
faster distribution of mail, correspondence and paperwork. MAIL THIS 
COUPON TODAY. 









LN 

Lamson Corporation 

3741 Lamson Street, Syracuse 1, N. Y. 

core send me a free copy of your Lamson Selective Vertical Conveyor 
ulletin. 
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arrangements are made, full technical 
assistance is not given willingly, and 
technical operating problems constantly 
hinder production. In addition, som« 
licensors may have already gotten othe: 
companies started, which means that 
you may operate under a competitive 
disadvantage. 

In today’s economy, where constant 
technical progress is essential for survi 
val, corporations budget a fixed pe 
centage ol sales, or some other suitable 


index, for company sponsored research 


to improve current products and de 
velop new ones. 

Ihe technique of research and de- 
velopment to expand your product line 
can pay off handsomely. U. S. Indus 
trial Chemicals, 


Distillers, 


a subsidiary of Na- 


tional recently announced 
plans for building another new chemi- 
cal plant in ‘Tuscola, Illinois, the first 
of its kind in the world, for the 
production of a new type of acid. ‘This 
represents the fruition of more than 


three years of research, starting at the 
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THE NEW 
THOMAS COLLATING 
COST CALCULATOR 







Now schedule collating jobs and operating 
personnel with the highest possible efficiency! 


Here’s an easy, fast and accu- 
rate method to take the guess 
work out of any collating as- 
signment. Now, for the first 
time, you can tell in a jiffy just 
how long it will take, how 
much it will cost, and what is 
the quickest and least expen- 
sive way to do the job. 


Whether you do a lot of col- 
lating or just a little 

whether you collate by hand 
or with a Thomas Collator, 
this new cost calculator is 
sure to be a real help! Fill out 
the coupon below and mail 
today for your free calcula- 
tor. No obligation, of course! 





*-= CLIP OUT AND MAIL NOW! -~--—- - 
¢} Thomas Collators, Inc., Dept. D. . 
. 50 Church St., N. Y. C. 7, N.Y. ; 
OWVAS Please RUSH me: ve 


lo . 





¥ 
(] FREE Thomas Collating Cost Calculator 
[] FREE Brochure on new Thomas Collators. 











More In Use Than All NAME 
Other Makes Combined (PLEASE PRINT) 
165 SALES & SERVICE OFFICES COMPANY 
COAST-TO-COAST 
AND CANADA ADDRESS 
CITY STATE 





Copyright TC 1955 
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University of Cincinnati under a Na- 
tional Distillers’ fellowship, progressing 
through the company’s own research 
laboratories, and finally winding up in 
successtul pilot plant production. Re- 
search on this same product is_ still 
continuing, in order to uncover wide 
commercial applications, and thus in- 


crease sales outlets. 


question: 


How do you pick a suitable in- 
dustry for expansion through diver- 
sification? 


answer: 


This cannot be answered in a few 
words, but I can cite an example. Let's 
take a look at National Distillers again. 
In the late forties, management rea- 
lized that per capita consumption of 
whiskey was leveling off, and future 
growth in the beverage industry would 
have distinct limitations. Management 
analyzed the chemical field and decided 
that it offered a conservative means of 
diversification because of relative sales 
stability, high rate of growth since the 
post World War II period, and the 
relatively high cash recovery it offered. 

In addition, its excellent potential 
for continued growth through develop- 
ment of radically new products makes 
diversification possible within the in- 
dustry itself. Still another advantage is 
the flexibility of capitalization required 
and the fact that in this industry it is 
possible to grow and expand in com- 
fortable stages. Chemical plants can be 
built with an investment as little as one 
or two million dollars, up to 10 million 
or 100 million dollars. On the other 
hand, starting in another phase of the 
chemical industry such as petroleum re- 
fining, would have required an enor- 
mous initial investment to get rolling. 

In the resulting process of acquisi- 
tion, one of National’s first steps was to 
pick up a company well-known in the 
chemical industry. U. S. Industrial 
Chemicals, which had an established 
organization, and 


national — selling 


equally important, had an old-line 
chemical name conveying an important 


yrestige factor in the trade. 
| gS 












c.C.MOKUM 


(Complete Control) 


by AL 
CAPPp 





‘“‘Complete Control’’ solves 
another coffee-break problem ! 









ANOTHER 
5 MINUTES, 
AND COFFEE'’LL 
BE READY— 


THIS -s°s”7— 
ENDLESS PREPA- 
RATION FOR A 
COFFEE BREAK 
IS WHY PRO- 
DUCTION’S DOWN’ 
















C.C.(“COMPLETE CONTROLJMOKUM 
IS TH’ NAME —AN/ CONTROLLIN’ 
COFFEE. BREAKS IS MAH GAME? J 














DEE-LISHUS KWIK-KAFE” “—~ 
COFFEE |S SARVED PROMPTLY. 
FUM TH’ RUDD-MELIKIAN 
COFFEE. DISPENSER /’- IT'S 
ALLUS GOOD, AN’ ALLUS 
READY.”" 


© Capp- 
Hample, Inc 














In office or plant, wherever the coffee-break is 
a problem, Kwik-Kafé’s “complete control” 
provides a tailor-made solution: delicious 100% 
pure Kwik-Kafé coffee, conveniently served 
on the spot from a dependable Rudd-Melikian 
dispensing unit; also hot chocolate and a 
variety of other beverages. Employees enjoy 
Kwik-Kafé. It keeps them on the job. 


"7 oe a a ee ee a 
| RUDD-MELIKIAN, INC. KY) | 
: Hatboro, Pa. A 4 
| Please send me a copy of booklet 15A explaining how | 
| to control the coffee-break with R-M dispensers. | 
ONO oo. reas tesa ca kaheamian | 

| 

Firm 
. = | 
| Street | 
| Cit | 
y Zone State 

ais ily netkns senda ies nei aired ata dasiaes = 
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which is cheaper 


EEE Carpeted floors cost less to main- 
tain than non-carpeted floors. This fact was dem- 
onstrated repeatedly in exhaustive cost analysis 
studies of actual floor maintenance jobs by a na- 
tional service organization. 
Industrial Inc., 
Kentucky, a firm which keeps house for some of 


Sales Counselors, Louisville, 
the country’s leading corporations and _ hotels, 
added up the costs of cleaning and maintaining 
floors for its clients and came up with the follow- 
ing pertinent data: 

1. Carpeted floors are cheaper to maintain 
than non-carpeted floors whether traffic condi- 
tions are heavy, medium, or light. 

2. Under heavy conditions of soil and con- 
gestion, the average cost of maintaining 1,000 
square feet of carpeted floors for one year was 
$189 vs. $383 for the same area of non-carpeted 
floors—or 50.7% cheaper. 

3. For medium traffic conditions, the average 
savings for carpeted floors was 40.3% greater, or 
i $145 for carpet and $243 for non-carpet. 

4, For areas where traffic and soil conditions 
were light, carpeted floors were on the average 


4907 
42 oO 


cheaper to maintain—$104 vs. $181. 

‘The main reason for the carpet’s superior per- 
formance under the most trying conditions is 
that it tends to sustain its appearance level dur- 


ing use. Carpet retards what is known as “the 





daily drop” in appearance better than non-car- 
peted surfaces. 

This was attributed to two inherent charac- 
(1) Carpet tends to brush soil from 
shoes, confining tracking effect to a limited area. 
(2) The natural flexing action of the carpet fibers 
keeps the soil high in the pile where vacuuming 


teristics: 


HEAVY CONDITIONS OF SOIL AND CONGESTION In 


Carpeted vs. non-carpeted floors... 


to maintain ? 


removes the accumulation. 

Also soil does not become ground into a car- 
pet’s surface to reduce its appearance level, and 
since carpet’s beauty does not depend upon 
vloss, this reduces the “daily drop” in appear- 
ance. More important, the effort necessary to re- 
store carpet to its original state is less than is 
needed for non-carpeted areas. 

The cost data for the survey was based on la- 
bor, materials, equipment, and the cost of storing 
and servicing the equipment necessary to main- 
tain both carpeted and non-carpeted floors. 

Certain standards of comparison were estab- 
lished. For example, it was agreed that: 

1. Labor costs were to be based on an average 
$1.25 hourly wage. 

2. The floor area used as a standard for com- 
parison was to be 1,000 square feet. 

3. Labor time rates were to be based on time- 
motion studies of each maintenance operation 
and also on the substantial experience developed 
from maintaining typical carpeted and non-car- 
peted areas in a wide variety of business and 
public institutions. 

4. Servicing costs were based on a five-day 
week, or 260 servicings annually. 

Cost figures were based on areas being main- 
tained at a 90% minimum maintenance level. In 
other words, assuming that on an imaginary scale 
100% would be a perfect appearance, the floors 
were to be maintained at 10 points below perfect. 

Details of these findings have been published 
in a booklet called “Cutting Costs with Carpet.” 
For a free copy, circle number 893 on the Reader 
Service Card. 


heavy traffic, the 





Cleaning Requirements for Each Type of Operation 


major cost of floor 
maintenance is for daily 

















Annual Cost of Individual Operations Per 1,000 Square Feet 


~“ | WEEKLY | MONTHLY |SEMI-ANNUALLY servicing. The chart re- 
| 

aia | Dust | Buff spot | Wet Refinish | Complete pe 4. Supplies _ “Main. Cost veals that the chief area 

| Mop (Clean | Mop | Shampoo Cost st for all operations of difference between 

| |_| por LAGY 80. fet carpeted and non-car- 

Minutes pes u | 15 | 24 | 36 | 48 | 300 240 peted floor maintenance 

- 1 is the daily dusting and 


mopping required by 




















Carpet | $130.00 | | |$39.00 | | | _ $10 $179.00 + $10.00 = $189.00 non-carpeted floors. An- 
Non-Carpet| | $81.25 | $130.00 | | $52.00 | $75.00 | $338.25 + $45.00 = $383.00 other saving is the elim- 
ination of a bi-monthly 
refinishing. 
j 
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“1 do laborless filing, in 
half the time-with 
CORRES -FILE 


..-! love it!” 








CORRES-FILE increases efficiency — saves 
time (50%) and money—improves employee 
morale, by taking the file clerk out of the 
laboring class! 


gues TIME, LABOR and 
up to 40% in SPACE! 


Effective Tools for Effective Management 
WASSéELL ORGANIZATION, INC. Westport, Conn. 
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no more 
cold feet with 


tlectro Mat 
. 


Production line and office 
workers can now work 


in absolute comfort 


The new low priced ELECTRO MAT throws off 
a gentle warmth that keeps workers healthy, happy 
and comfortable. 14” x 21" portable foot warmer 
is safe and economical . . . consuming less power 
than a 75 Watt light bulb. It is made of high 
quality neoprene rubber. 


Attention Employers 


Increase the efficiency of your employees and help 
prevent colds which cause absenteeism by equip- 
ping each employee with an Electro Mat. 


prevent 
colds 


Socialite ten ae Ee ee 

IMPORTANT SAVING: If 6 or more Electro 

Mats ordered price is only $6.95 

Please send me: (] Electro Mat at $7.95 each. 

Enclosed is my check [] money order [J 
C.O. I am enclosing $1.00. Will pay 

postman balance of $6.95 plus C.O.D. fee 


Mail check or 


Only 


7.95 


Delivered 


Name 








City State 

10 Day Money Back Guarantee 
INTERSTATE RUBBER Propucts Corp., Dept.120 
908 Avila St., Los Angeles 12, California 
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Start the New Year Right with This 


CORRY-JAMESTOWN 
MFG. CORP., CORRY, PA. Name ‘“ 
Branch Offices: 2 
Atlanta + Boston * Chicago Street ; oer patos 
Dallas + Detroit » NewYork ~- City ae ate 
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New STEEL AGE File Selector! 











Most filing headaches are caused by trying to keep a// of your records 
in one or two types of files. Today, you can buy popular Steel Age 
Grade “A” files in quality-crafted styles especially designed to eff- 
ciently accommodate every office form from index cards and legal 
documents to microfilm and checks. The saving in space, work and 
money will amaze you! Your Steel Age Dealer has good selections of 
1956 Steel Age Grade “A”’ Files now. Visit him soon . . . and in the 
meantime, send for your free copy of the new Steel Age File Selector. 


Corry-Jamestown Mfg. Corp. 
Corry 4, Pa. 


Please send me a free copy of your new 
File Selector, without obligation. 











Oakland + Philadelphia + Seattle 
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Got the Year End Filing BLUES? 
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thought starters 





Thought Starters deal with a “practical solution to a management problem.” 
Editor invites contributions—which are paid for at our normal space rates. 
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Visible inventory control system 
reduces overhead costs by 50% 


William H. Ottley 

Ass't. Mgr. Office Service Dept. 
Thomas A. Edison, Inc. 

West Orange, New Jersey 








Visible records are the key to signifi- 
cant economies recently achieved in our 
inventory control of stationery forms. 
A visible inventory file, with requisi- 
tion forms totaled on pegbar indexing 
equipment, combine to provide a 50% 
reduction in overhead. The system also 
resulted in much improved control over 
ordering and stock levels. 

Previously, two clerks working full 
time, plus the borrowed services of an 
accounting department worker, were 
required to handle the paper work of 
this stationery stock department. The 
new system made it possible to move 
one clerk to other duties, resulting in 
an annual payroll saving of $3,772.08, 
far more than the of the new 
equipment. In addition, tighter control 
has freed $7,000, previously tied up in 
inventory, for other more productive 
use. It was also found that the clerk 
posting stationery balances was soon 


cost 


able to handle related inventories. 

Inventory and_ floating purchase 
requisition cards were created for each 
of 2,200 items. Each inventory card is 
punched out, to allow automatic signal- 
ing when items are in an “on-order” 
status. As stock levels fall to the re- 
order point, the clerk pulls the floating 
requisition, enters pertinent usage in- 
formation, and forwards the request 
for approval. In approximately 50% 
of all orders, quantities called for by 
the clerk have been revised by manage- 
ment, generally downwards. In eight 
months this led to a reduction in total 
inventory from approximately $35,000 
to $28,500. This has not resulted in a 
reduction in amounts shipped, but has 
allowed the stationery department to 
reduce its stock level by 50% to be- 
tween three and four month’s supply on 
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all items. Re-order points have been set 
to automatically provide sufficient lead 
time for hard-to-obtain items. 

At the time the change was instituted, 
a revised stationery order form was de- 
veloped and a complete review of all 
items in stock was made. It was found 
that 15% of the items stocked were 
obsolete and could be eliminated. 

In addition, the visible margin of the 
new file cards shows inventory activity 
at a glance. This allows management to 
investigate items which move slowly or 
not at all. This visible feature has ex- 
posed many inactive items, as well as 
various non-standard service and _bill- 
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ing arrangements, which could not be 
justified on either an efficiency or an 
economy basis. These “special services”’ 
have been eliminated or consolidated 
with savings of time, money, and effort. 

For more information, circle number 
899 on the Reader Service Card. 
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Retirement course prepares 
employees for old age problems 








Last year the University of Chicago's 
industrial relations center initiated a 
comprehensive program of retirement 
orientation, entitled “Making the Most 
of Maturity.”” Groups of about 20 em- 
ployees over 55 years of age attend each 
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New Booklet tells... | 
| 


How to 
Increase 


LETTER 
PULLING POWER | 


write for your 
personal copy 





The effect of a personally 
typed letter cannot be de- 
nied. A typewritten appeal of 
the right sort, on any worthy 
product or service, means 
success. The only question is, 
how can the cost be held 
down within the range of the 
item you are promoting? 
Auto-typist provides the an- 
swer. 


How to use individualized 
Auto-typist letters is thor- 
oughly discussed in the book- 
let. Proven techniques of 
letter writing, follow-up and 
general correspondence are 
covered, also. Fill out the 
coupon to receive your copy. 


INU TO-TY PAST 
World's Largest Manufacturer of 
Pneumatic Typing Equipment 


AMERICAN AUTOMATIC 

TYPEWRITER COMPANY 

Dept. M-1 

2323 North Pulaski Road, Chicago 39, Ill. 
Gentlemen: 

Please send mea copy of ‘*Quantity with Qual- 
ity through Auto-typist Personalized Letters.‘‘ 
Name 

Company & Title 


Address 
City Zone State 
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series of 11 conference sessions. 

While these sessions are conducted 
by university staff members, the Uni- 
versity also trains company personnel 
to conduct their own retirement pro- 
grams. Four businesses are already ac- 
tive in the plan, while more than 50 
other concerns in the Chicago area will 
soon participate. 

Phases of life in the later years 
covered in the 1 1-session series include 
health, finances, leisure, and family 
relationships. Preceding each discussion, 
employees receive pamphlets written 
by experts on subjects to be covered. 

Of the first 200 “graduates” of the 
program, those who actually look for- 
ward to retirement increased from 44% 
to 69%, while employees who still 
dread retirement decreased from 33% 
to only 6%. Participants who were sure 
they would find nothing to occupy 
their time, decreased from 19% to zero, 
while those who had already found new 
interests to occupy their looming leisure 
rose from 50% to 81%. A parallel in- 
crease among those showing civic in- 
terests was also noted. 
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Employee clock numbers 
make permanent tabulating record 


by Edmond W. McNamara 
Office Manager 
The Bassick Company 

A new employee numbering system 
was devised by our personnel depart- 
ment for two reasons. First, the numer- 
als in our clock numbers themselves 
had little significance. They served 
only to identify an employee while he 
was on the payroll. Secondly, we had 
to control our statistics by Social Secu- 
rity number for report purposes. Social 
Security numbers are the only numeric 
employee data that are constant. At the 
same time, however, it is expensive and 
requires sorting on seven digits. So we 
sought a system which would be as 
reliable as the Social Security number, 
and also be of other significance. 

We established a new numbering 
system which consists of four basic 
digits. Numbers zero through 2199 were 
assigned to the office, and numbers 2200 
and up to the factory. Even numbers 
are used for female employees and odd 





Filmsort Announces Its New 


FILMSORT 
SERVICE DEPARTMENT 


providing all services in 
connection with unitized microfilm 


APERTURE 
MOUNTING 


Skilled operators using Filmsort 
Mounters convert microfilm from roll to 
Filmsort Aperture cards at the rate of 
several hundred frames an hour. This 
division of our Filmsort Service 
Department is equipped to handle 
unitization of 16mm or 35mm film to be 
mounted in any of our several models 
of Aperture cards. 
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JACKET 
MICROFILMING 


Strip film is inserted in Filmsort Model 
E, Cl or Vidifile Jackets, designed for 
16mm or 35mm film. Our experienced 

personnel can complete the unitization 
of many rolls of microfilmed files in a 
matter of days. Personnel records, 
credit reports, case histories—all may be 
easily converted to Filmsort Jackets. 





INDEXING OR 
NUMBERING ! 


The indexing of Aperture or Jacket 

cards, in combination with mounting or 

microfilling, enables us to return to 

you a complete microfilmed file ready 

for immediate incorporation into your 

existing system. Filmsort also offers 

the service of consecutive numbering up 

to 7 digits on all standard file cards. 
| 





The Filmsort Service Department was created to enable us to provide 
our customers with all the services necessary to complement our line 
of equipment and supplies for the unitization of microfilmed records. 

If you are considering microfilming, or if you have microfilmed records 
existing in roll form, let us tell you how we can help you to unitize those 
records, making them practical for active daily use. 


Unitized Microfilm Equipment—Supplies—plus Service 


FILMSORT DIVISION 
DEXTER FOLDER COMPANY 


Pearl River, New York 
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How XEROGRAPHY 
cuts duplicating costs *250,000 a year 


at CH RYS LE R CORPORATION 





SPEEDING PREPARATION OF... 


ENGINEERING DRAWINGS « OFFICE AND FACTORY FORMS « 
TECHNICAL REPORTS * TOOLING AND DRAFTING MANUALS « 
DEALER BULLETINS + PRESS RELEASES ¢ and many others 


Versatile xerography—the clean, fast, dry, electrostatic copy- 
ing process—is saving Chrysler Corporation $250,000 a year! 
Multiple copies of engineering drawings, technical reports, 
office and factory forms, correspondence, tooling and draft- 
ing manuals, financial and operating statements, dealer bul- 
letins, press releases, and many others are run off on offset 
duplicators from inexpensive paper masters quickly pre- 
pared by xerography. Among Chrysler Corporation’s accom- 
plishments was the reduction of all its central engineering 
drawings onto offset paper masters by xerography. Drawings 
were reduced to 12” x 18” size from sizes up to 24” x 36”. 
Xerography does in a few minutes what used to take hours. 
It eliminates errors and proofreading because it is photo- 
exact. Documents of all kinds are duplicated at impressive 
savings in time and money. 

XeroX® Copying Equipment is widely used in business, 
industry, and government for all types of paperwork applica- 
tions. Let us show you what it can do for you! 

W tf for proof of performance folders showing how compa- 


nies of all kinds, large and small, are cutting duplicat- 
ing costs and speeding paper work with xerography. 


THE HALOID COMPANY 


56-1X HALOID ST., ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


{ZE-ROG-RA-FEE) 


The fastest, cheapest, most versatile way to make masters for duplicating 
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DO YOU KNOW... 


Xerography copies onto 
paper masters and 


translucent inter- 


(and other fluid-type) 


subjects onto paper 
masters for offset 


including a paper 
master or translucent 
intermediate can be 
made from one xero- 








numbers for males. ‘To the basic four- 
digit number, we add a prefix of two 
digits which represents the department 
number where the worker works. 

For example, when Mary Doe is 
hired, the next unassigned number is 
given to her. Let us say, number 2084. 
She is to start work in Dept. 32. Her 
number then becomes 52-2084 for time 
keeping purposes, and 2084 for payroll 
purposes. We can readily discern from 
the number that it belongs to an office 
worker, female, and working in De- 
partment 32. 

If Mary is transferred later to Dept. 
38, her number becomes 38-2084. If she 
should be terminated for any reason 
and subsequently rehired, she will, 
upon returning to the payroll, be as- 
signed the number 2084 with the ap- 
propriate departmental prefix. 

Thus we have a permanent 4-digit 
number which serves in the place of 
the seven-digit Social Security number. 
We don't have to start reassigning num- 
bers until we have exhausted 9999, 
which at our present rate, will take 
many years. Some of the by-products of 
this numbering system are: 


1. Employee master name card doesn't have 
to be coded to distinguish male from female. 
2. Because of the automatic segregation of 
male and female in tabulations, one regis- 
ter on the electric accounting machine is 
freed for other purposes. 

3. Weekly efficiency reports which are run 
on the tabulator, also give us a breakdown 
by male and female, thus providing figures 
for sex analyses as required by regulations. 
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Dry photocopying method 
speeds report preparation 


by Charles F. Shakesshaft 
Manager, Reproduction Department 
Rochester Gas & Electric Corporation 


Like all other public utilities in New 
York State, we make an annual report 
of activities to the Public Service Com- 
mission. Because the report requires 
absolute accuracy and prolonged prep- 
aration, we endeavored to speed up re- 
production methods. 

This year, pressed for time as usual, 





SORTING at its best... 


Aohlhaas 
VERT-A-SORT 


ALPHABETICALLY 


.. . for fine alphabetical 
sorting of items pre- 
paratory to posting 
and filing accounts 
receivable and 
accounts payable, 
mail sorting, filing & 
remittances 

or receipts, etc. 










NUMERICALLY 


.. . use Vert-A-Sort to 
sort checks quickly in 
numerical order, 
speed sorting of 
invoices, bills of 
lading, for 
terminal digit 
sorting, etc. 


FOR COMPLETE 
DETAILS 





TERHEAD 
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need a SPECIAL index system? 


build it yourself with... 
iy 
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Just type the captions you 
need—slip them quickly 
into these movable 
clamp-on guides. 1001 
other uses to save time 
and improve your filing. 


Smith’s 
OPNWINDO 
Steel Guides 





Available in 1” or 
2” widths. Packed 
25 to box with 





See your labels in strips for 
office supply easy typing. Also 
dealer or alphabetic labels 
write to 200 subdi- 
: * visions. 
4 


CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 


For more than 50 years a complete line 
of time-saving signals and _ indexes. 
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objective, it clearly ex 
plains when and how to 
use loose-leaf binders. 
This booklet, like all Elbe 
products, is designed to 
get results for you. Send 


Ki First time ever, Elbe offers \ 
a comprehensive FREE 
IDEA BOOKLET! Strictly 


WEW YORK for your personalized 
SHOWROOM free copy today! 
411 © 4th AVE, 

















ELBE FILE & BINDER CO., INC. 


Most Complete Sov 





ot: ot FALL RIVER, MASS.4y 
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This can mean 
$$$ to YOU... 


Here is the story of how one office in 
a large city reduced its expenditures $157, 
200 annually through improved filing and 
letter writing practices only. 








There are seven categories listed in 
which changes were made, with the Fault, 
Remedy and Result briefly illustrated in 
each. 


It's a thought-provoking article and 
will give you a better insight into the sub- 
stantial savings a professional records serv- 
ice, such as Record Controls, can make in 
an organization—possibly your own. 


Just write for the November-February 
copy of Record Trends—no obligation. 


RECORD CONTROLS, INC. 


A nationally known skilled service for 
developing efficient records systems— 
tailored to each individual account. 
We do not sell supplies or equipment. 


209 S. La Salle St. Chicago 4, Ill. 
516 Fifth Avenue New York City 36 
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we got the PSC report out in a con- 
siderably shorter period than ever be- 
fore, using dry, electrostatic process 
copying. Previously, we used an offset 
process which required a film negative 
to transfer the original document onto 
the metallic offset plate. The negatives 
had to be processed outside, and the 
waiting period generally ran 24 to 48 
hours. Today, the job is done in three 
minutes, and the original document 
never leaves the office. 

We can now use less costly paper 
masters whose reproduction qualities 
are satisfactory for runs up to 10,000. 
The use of these paper masters is 





made possible with the dry copying 
technique. When we had used some 
paper masters in the past, they had to 
be typed in the office, proofread, and 
corrected before they were ready for 
duplication. Retyping an original docu- 
ment onto a paper master, with prool- 


and correction, 


sumed an 


reading easily 


more, 


con- 
hour or Too fre- 
quently, corrections were noticeable in 
the runoff copies. 

We now copy an original document 
in three minutes. Because the process 
is photo-exact, there is no need of 
proolreading or correction. Even when 
we have to start from scratch by cre- 
ating an original document, time is 
saved. Necessary corrections can be 
quickly retyped on a separate sheet of 
paper, cut to fit the space, and pasted 
over the errors. Corrections never show 
in the runoff copies. We used paper 
masters exclusively in copying our 227- 
page report to the Public Service Com- 
mission. The report was ready carly, 
and our page cost dropped signifi- 
cantly. Under the old method, a nega- 
tive cost us $2.20, and the metallic 
plate another $.50, a total of $2.70 per 
page. With electrostatic copying and 










Counts 


10 times as fast 
as you can! 


(Optionally imprints or “rubber stamps” 
at speeds up to 1,000 a minute!) 









The manual counting and im- 
printing of the many paper items 
necessary in today’s offices and 
factories is an expensive operation, 
however hidden the cost! 

Now, with the remarkable elec- 
trically operated Tickometer, this 
expense can be greatly reduced. 

The Tickometer counts up to 
1,000 pieces per minute— labels, 
slips, tickets, tags, cards, currency, 
coupons, checks, etc. Gives whole 
or partial counts. And, withal, it’s 
so accurate, banks use it to count 
currency! 

The Tickometer can optionally 


PITNEY-BOWES 


Tickometer 


Counting, Imprinting Machine 


Te) 


Made by the originators of the postage meter 


. Offices in 94 cities in U. S. and Canada 





be equipped to date, code, cancel, 
“rubber stamp’’—or otherwise im- 
print, as it counts. Manufacturers 
of food and drug products use it 
to prevent imitations, to identify 
origins, inspectors, factory lots— 
quickly, unobtrusively, cheaply. 

Rented, as well as sold, the 
Tickometer is serviced from 22 
service points, coast-to-coast. Ask 
the nearest Pitney-Bowes 
office for a demonstration. 
Or send the coupon for a 
free illustrated booklet 
and a folder of case 
histories. 





PITNEY-BowFEs, INc. 
4525 Walnut Street 
Stamford, Conn. 


” 
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Send Tickometer booklet 
OC) Send case studies 
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How can a wood-faced door stand up under this 
exclusive mineral core made of incombustible W 
test in which other side of the door was 650°F 





blowtorch barrage? The answer lies in the Weldwood 
eldrok®. Demonstration above reproduces laboratory 


oler than a hollow metal fire door under same nditions. 


New wood-faced Fire Door stops heat cold 


Look at the blazing blowtorches on that 
Weldwood Fire Door* 1700° F. hot! Yet 
after one hour of this searing flame, the 
temperature one foot from the other side of 
the door was only 102° F. And the tempera- 
ture right on the surface of the door, after 
30 minutes, was less than 250°F. You get 
positive protection not only from fire, but 
from destructive, suffocating heat as well. 


Only Weldwood combines such efficiency 
with the natural beauty of fine wood veneers 
such as oak,, birch, walnut and Korina®. 
This is the big reason why so many office 


buildings, schools, hospitals, public build- 
ings and even large homes specify Weldwood 
Fire Doors as their standard fire door. 

Weldwood Fire Doors are strong, durable 
and light in weight. In normal use they are 
guaranteed to stay straight without warping 
or twisting for the life of the building. 

Like to know more? Ask your architect 
(he'll find all specifications in Sweet’s) or 
send coupon. To see Weldwood Stay-Strate® 
and Fire Doors, as well as the complete 
Weldwood line, visit any of our 87 branches 


in principal cities. —_*U_ §, Patent No. 2593050 


Unit 


Ss, 


Fire Doors 


1 product of 
United States Plywood Corporation ADD 
Weldwood—The Best Known Name in Plywood CITY 


ed States Plywood Corporation, 


Weldwood Building, 
55 West 44th St., New York 36, N. Y. 


Weldwood isin ieee. 


ooklet containing details on all Weldwood Door 


MM-156 
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paper masters, Our Cost per page Was 


7.1 cents, a spectacular cut of 9714%. 


lor more information about electro- 


static copying, circle number 898 on 


Ss? 


the Reader Service Card. 
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New literature of 
interest to management 











CPAs OFFER LIST OF SUGGESTED 
FISCAL YEAR ENDINGS 


Companies considering a change of 
their fiscal vear may get a list of sug- 
vested closing dates for their particular 
industry. Published by the American 
Institute of Accountants, from a survey 
sample of certified public accountants, 
the booklet suggests the natural busi- | 
ness year of a company is generally the 

12-month period ending when inven- 

outstanding 


tories, receivables and 


loans are at their lowest point. 


For a free copy, circle number 
897 on the Reader Service Card. 


NEW Book et Covers 

OPERATION OF SMALL CAMERAS 

A comprehensive new booklet describes 
the operation of small copying cameras 
and negative making. It describes oper- 
ations used in conjunction with electro- 
static copying, offset, and stencil dupli- 
cating. Directed to the layman, the 
manual features over 40 photographs 
and diagrams. 


For a free copy, circle number 
896 on the Reader Service Card. 


FREE NEW 40-PAGE BOOK 
EXPLAINS Crepit INSURANCE 


A new 40-page book details the func- 
tions of Credit Insurance. The protec- 
tion granted through credit insurance 
contracts is a guaranty of the policy- 
holder’s working capital invested in ac- 
protection 
against the inability of the debtor to 
pay his obligations. The complete fea- 
tures, coverage, applications, and ad- 
vantages are clearly outlined. 


counts receivable. It is 


lor a free copy, circle number 
895 on the Reader Service Card. 





How to make your 
Mail Handling 


LETTER-PERFECT! 


Here’s how to assure fast mail 


service that’s correct to the letter! 
It’s all explained in CORBIN’S 


i 


llustrated catalog “Mail Handling 


and Collating Equipment”. 


Everything you'll need is 


covered, including a complete line 
of CORBIN work tables, sorting 


t 


ables, key cabinets, storage 


cabinets, and bulletin boards. 


And everything is designed to do 
the job with post office efficiency... 
without waste motion or congestion. 


What’s more you save handling 


costs by buying direct from the 
CORBIN factory. And you get 
fine wood construction that gives, 
not years, but generations of 


troublefree service. 


Pia nr © 1h) ee tg oo ee 


Mail coupon for 
free, illustrated 
catalog. 
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CORBIN Wood Products Div., Dept. MG 
The American Hardware Corporation 
Hornell, New York 

Please send me your free illustrated cat- 


alog of Corbin Mail Handling Equipment 
and other Corbin Wood Products. 
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COVER STORY 





Here are the facts about: How it should be set up . . . How much it should cost. . . 


How to organize a 
company library 


How it can save money . . . How it should operate 


es Your company has a 
library... if it has no more than a 
dozen magazine subscriptions, two 
dozen reference and technical volumes, 
and a few shelves to store them. Of 
course, this isn’t the kind of operation 
we generally think of as a library, but 
the principle is the same. Somebody is 
using outside written material, and 
storing it for future use. 

The trouble is that too many of these 
company libraries operate haphazardly 
and perform only the most elementary 
library functions. 


Executive time-wasters 
that a library could correct 


1. You're always thumbing 
through old magazines in 
search of an article you 
think you read once. 


2. You're always discovering 
articles—a few days too 
late—that would have 
helped you prove a point, 
prepare a report, present 
an idea, make a decision. 


3. You’re always wasting a 
lot of time calling govern- 
ment agencies, public li- 
braries, or research or- 
ganizations for a relatively 
simple point of informa- 
tion or set of statistics. 
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A company library should be a “‘cen- 
tral information center’, a storehouse 
of facts and reference material avail- 
able to executives and technical em- 
ployees at a moment's notice. For ex- 
ample, chances are there is a story in 
this issue of MANAGEMENT METH- 
ODS that might provide a “good idea’”’ 
for you six months from now. But 
would you be able to find it? Your 
library should be able to turn it up— 
promptly—no matter how slim a clue 
you can provide. 

The reverse question is equally true. 
As a busy executive with little time for 
reading, and less for research, the con- 
venience of having a librarian without 
supervision, constantly feeding fresh 
new material directly to you, is an in- 
valuable business tool. 

For example, a young engineer with 
a major aircraft manufacturer recently 
solved a complex assembly problem as 
a result of an abstract in a magazine he 
did not normally read. ‘The company 
librarian had furnished him with an 
article from a magazine the engineer 
had never seen. 


How to set up your library 


Once you have admitted the need is 
there, and you are willing to make the 
investment, several important problems 
have to be faced and solved. The most 
important of these is the selection of a 
company librarian. 

The librarian is the heart of any 
library. He or she should be able to 
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Research workers of the Monsanto Chemical Company’s Or- 
ganic Division use the modern reading facilities of the Divi- 
sion’s 8,000-volume library. Floor plan (above) outlines 
accomodations for 50 readers in the library which is staffed 
by four full-time librarians. 
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organize material and make it readily 
available; to systematize the library’s re- 
sources; to know where to find new, 
pertinent material, and to be constantly 
on the lookout for it. Other creative 
functions include stimulating the com- 
pany’s own personnel to submit 
material to technical and business pub- 
lications, and organizing subject files 
from diversified sources when prepared 
indexes are not available. 

Once you have a librarian, where and 
how should you set up your library? As 


a model, we will use a small technical 
library outlined in a report to the Spec- 
ial Libraries Association, by Marjorie 
QO. Barker, Librarian, Baker, Inc., New- 
ark, N. J. Since this is a “technical” 
library, if your company maintains a 
small research and development section, 
the library should be stationed close to 
that department. If you have no such 
section, it should be located convenient 
to the people most likely to use it. 
Avoid noisy areas or places where 
located. An 


machinery 1s acoustical 











FOR COMFORT, 
bonded foam latex 
padding; 2” on 
seat, 1°° on back 
and arm rests. 





TON-TESTED! 
Modern testing 
showed these 
chairs still rigid 
under more than a 
ton of pressure. 











“WALL SAVERS” 
Backs of side and 
arm chairs cannot 
touch wall even 
when legs do. 








THEY STACK— 
Side chairs de- 
signed to store 
easily and simplify 
floor-cleaning. 

















OF KANSAS CITY... 


PRICED TO PLEASE 
YOUR SENSE OF ECONOMY 


Comfortable seating for yourself and 
your staff, for clients and customers 


in fresh new design concepts 
that are pleasing to the eye . 


rigidly constructed for long service, 
and with easily-removable coverings of 
elastic U. S. NAUGAHYDE; other 


fabrics in many colors available. 


“Wall-saver” side and arm chairs with 
padded or plastic arm rests, and two 
handsome swivel models with arms 


side chairs as low as 31.40, 


swivels as low as 53.00. Ask to 


see them today! 


Osh your Cramer dealer 


OR WRITE DEPT. MM-1 
CRAMER POSTURE CHAIR CO., INC. 
1205 Charlotte, Kansas City, Mo. 


MAKERS OF CRAMER POSTURE CHAIRS 
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ceiling helps. Other environmental fac- 
tors to consider are heat, humidity, and 
lighting. Air conditioning is desirable 
as well as a minimum of 40-60 foot- 
candles of shadowless light on all read- 
ing surfaces in the library. 

One of the fundamental considera- 
tions in the selection of the site is the 
floor load. The weight of a stack of 
books, seven shelves high, is 140 pounds 
per foot, plus the weight of the shelves. 
Floor loads should be investigated 
thoroughly and coordinated with li- 
brary design plans. 

Our model library occupies a 20’ x 
35’ space and contains facilrties. for 
about 1,000 volumes. It uses standard 
wood glass-front shelves. Four reading 
tables, as well as an office tor the librar- 
ian, file cabinets, magazine racks, are 
considered (Figure 1, page 47). 

An important part of your library 
plan is providing sufficient area for ex- 
pansion. A library, by necessity, grows. 
Estimates of rate of growth reveal that 
a technical library, such as our model, 
doubles in size every 12-15 years. Per- 
iodicals grow at the rate of 7 inches of 
shelf space per year for each title. Some 
of the thicker volumes increase at much 
higher rates of shelf space. 

Although microfilm and microcards 
are not considered in these plans, the 
possibility of obtaining complete files 
of periodicals on microfilm is increasing 
all the time, and can be an important 
space saver to the library. 

For assistance in design and equip- 
ment, many office equipment manu- 
facturers maintain free consulting 
services for planning company and in- 
dustrial libraries. 


How much will it cost? 

There are three general categories of 
library costs. They are the cost of fur- 
niture books, and 
periodicals to stock the library, and 
library staff salaries. 
modest 1,000 book 
library, an initial expenditure of $4,600 
is required. (Chances are there are hun- 


and equipment, 


To start our 


dreds of usable books scattered in var- 
ious offices of your firm right now.) If 
so, lower this estimate. In Figure 2, 
details of the breakdown of this cost are 
shown. The largest single item is for 
equipment of a satisfactory but eco- 
nomical grade. Figure 53 lists the cost of 





each item, in this group. It is important 
to note that these figures make no al- 
lowances for microfilm or microcard 
reader, or for any other form of repro- 
ducing equipment. 

Figure 4 is a sample annual budget 
for the library. Note that the major 
cost is for the salaries of one librarian 
and one clerical helper. Salaries are 
usually the most expensive item in li- 
brary operation, but in reality the most 
productive. 

Recently the Special Libraries Asso- 
ciation made a nationwide survey of li- 
brarian salary levels. They came up 
with a set of statistics (Figure 5) which 
represents starting salaries in current 
open positions. In estimating annual 
cost, of course, salary increases, because 
of tenure, should be taken into consid- 
eration when preparing budgets. 

Another large part of a library's an- 
nual budget is the purchase of new 
books and periodicals. Most observers 
feel that this cost would run between 
$1,500 and $3,000 annually for a small 
to modest size library, and slightly 
more for the bigger technical libraries. 

The ratio of cost between books and 
periodicals varies according to the com- 
pany and the needs of the personnel. 
In our model case, only 30 periodicals 
are purchased. However, for an insur- 
ance company library, Miss Elizabeth 
Ferguson, chief librarian of the Insti- 
tute of Life Insurance, estimates that 
$1,700 of a $2,500 annual new book al- 
lowance would be spent for 200 peri- 
odical subscriptions. 

Miss Ferguson also estimates that an 
average insurance company library 
could be started with about 500 vol- 
umes and adds that a good many of 
these would not have to be purchased. 
A canvass of the office would reveal 
that many of these books could be col- 
lected and used as the starting point 
for the library. 


How a library repays the investment 

Basically a library serves in threc 
ways. It supplies information, it saves 
the time of executives, scientists, engi- 
neers, and other high salaried people, 
and most important, it makes money. 

In this latter area, many companies 
are making spectacular use of their 
library facilities. For example, the li- 
brarian in a dog food company brought 
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Figure 1. Model library floor plan. 








EQUIPMENT ii. id cb sedge ud ine temegeest ss $ 2,637 
GOGRE arpa docks o . dsance ge eedmee es hueeseses 1,500 
Subscriptions to app. 30 periodicals ....... 200 
PaO) hocks eet es cosenvervees seuss 20 
Miscellaneous supplies ...........-..e000. 243 
TORR: 5 i ARP ievith avr van vas $ 4,600 
Figure 2. Initial library cost. 
Exqestive SME. ics. ci vod Suevewstwnebeetis $3 
SeChehety BTR ies cP Si rads vaetruiees 139 
2 Typewritete: @ S16? io. cc eaduessccensan 338 
2 Typist's Choirs. @ $32 25 2. cin cece tc cce 64 
Typrirrgy: Steet ovine is isn't ictus wecon Pee ewe ses 22 
Two-Door Steel Supply Cabinet ............ 50 
Cheeriittne > Tame, Gale cae ice eet siek sv ansee ie 30 
12 Tiers of Glass Front Bookcases (5 sections 
highl? “3. oF. Mite sek pawaenns sawn 930 
3 4-Drawer Steel Vertical Files @ $48 .... 144 
Soil “SHBG CUNT ccs sovcserecksctyces 40 
Table: Fae: SR CF FS ei Sin oon ottseees 16 
2 Reading Tables @ $65 ................ 130 
2 Tables (for built-in carrels) ............ 100 
5 Tiers of Steel Stacks (7 shelves) ........ 225 
i ht SR NS ee eee 50 
im US ge eer eres eee 40 
4 Ci i res eeepc d incu bbncans 100 
2 Ce BN i 06 nh cnk voces oxic unk 72 
i Tae iy gb 2a th ne elle a oe $ 2,637 


Figure 3. Equipment and furniture cost. 





SaheAR Hi Viedsaash> Minds adhe heee Pewee tas $ 7,600 
Batre rcs ce saree Ks hea pene ceeaeee 1,000 
QIN o0s cos cunnsedrckensssapiecerheukes 125 
SueePRONG 85s a aon te et 200 
Sumi « xusareang atu Oe aha inns We cSilce om 200 
Photostats, Microfilm, Pamphlets, etc. ..... 100 
OeprORHOR So aseavctss es cercaesvnsessn 460 
Misc. — postage, telephone, etc. ........ 215 
Treva os igs ack Gawegeas eae ese u bie oeate 300 

TOPEC Oasis. < Spaces «br che ruaa ie $10,200 


Figure 4. Sample annual budget. 





These are current salary figures assembled from samp- 
lings of the positions listed with Special Libraries 
Association Placement Service. 

Business Libraries 


Ass't Librarian $3600. — $4200 
Librarian $4000. — $6000 
Library Supervisor $5200. — $8000 
Technical Libraries 

Asst Librarian $4120. — $6600 
Tech. Librarian $4500. — $6600 
Chem. Librarian $4800. — $5400 
Library Supervisor $5300. — $9000 


Figure 5. Survey of library salaries. 
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to the attention of the president a mag- 
azine article on the use of horse liver 
in the treatment of anemia. As the re- 
sult, the ingredient was introduced into 
the product and an increased income 
of $300,000, traceable to a sales pro- 
gram based on this innovation, was sub- 
sequently reported. 

Not every company makes such for- 
midable use of its library. However, 
with the resources in hand, the possi- 
bility of a financial gain is always pres- 
ent. One observer estimates that in 
book and periodical purchases, a good 
librarian can cut cost to one-third that 
of an unorganized purchasing plan. In 
this case the librarian says that original 
purchases of $7,500 annually were re- 
duced to $2,500 when the buying was 
centralized and controlled. 

The monetary value of providing in- 
formation quickly and saving time for 
executives and employees, 
incalculable. If executive 
and technical time is based on an aver- 
age cost of $10 per hour, the library 
needs only to save 500 hours annually 
to repay the cost of a librarian’s salary. 


technical 
however, is 


A larger library case history 


A good example of a highly devel- 
oped technical library is operated by 
the Research Department of the Or- 
ganic Division of the Monsanto Chemi- 
cal Company. The library occupies 
4,000 square feet and is staffed by four 
full-time librarians. It houses a collec- 
tion of more than 8,000 volumes of 
books and bound journals, which in- 
cludes general reference works, encyclo- 
pediae, pharmacopeias, chemical refer- 
ence works, and textbooks in chemistry, 
agriculture, engineering, and other per- 
tinent subjects. 


Approximately 400 periodicals are 
received in the library, 150 of which 
are bound for permanent reference. 
These include Chemical Abstracts and 
other major bibliographical journals, 
publications of the American Chemical 
Society, and scientific journals pub- 
lished in many different countries. 


In addition, there is a collection of 
more than 60,000 U.S. patents filed and 
indexed by inventor, assignee, and 
number. The library also maintains a 
microfilm reader. 

The library serves as an agency to 


take needed information to some peo- 
ple—sometimes ever before these per- 
sons know they need it. The librarians 
have devised a method of distribution 
which keeps recent journals and patents 
moving from lab to lab and gives each 
chemist a chance to see new literature. 


Inquiry reply service 


Perhaps the most difficult service per- 
formed by this staff is that of providing 
specific answers to scores of questions 
asked each day. Some of these can be 
answered quickly, while others require 
an extensive literature search which in- 
volves reviewing several years accumu- 
lation on a specific subject. 

The library also provides transla- 
tions. It maintains files of “Trade 
Names” and “Physical Constants.” The 
former is a card index of definitions of 
chemical trade and brand names. ‘The 
Physical Constants file is a collection, 
in loose leaf form, of data on com- 
pounds of interest to Monsanto. Both 
of these files are constantly being en- 
larged through additions. 

The library is designed to provide 
the most attractive place for study and 
reading (see photo, page 45). The 
bookstacks, desks, filing cabinets, read- 
ing tables, chairs, and other standard 
library equipment are made of wood 
and finished in natural birch. Near the 
entrance, the current journals are dis- 
played in shelves which have a specially 
designed feature. They can be raised 
to give easy access to back issues stored 
behind them. 


The library office 


Adjacent to the library is the office 
where files of pamphlets, photostats, 
and trade literature are kept. This ma- 
terial is indexed on cards for ease in 
finding. This office also houses the 
completed laboratory notebooks and 
reports of department research chem- 
ists. Another feature is a card index to 
these reports and research reports of 
other Monsanto divisions. 

The library has facilities to seat more 
than 50 people. The estimated cost of 
operation is established at 214% of the 
Research Department’s annual budget. 

For more information about setting 
up company libraries, circle number 
894 on the Reader Service Card. 











and save these dates 


FEBRUARY 12,13, 14,15 


for the 
14th Annual 


CHICAGO SEMINAR 
AND 


BUSINESS SHOW 


at the 
CONRAD HILTON HOTEL 


featuring 


ADMINISTRATIVE 
MANAGEMENT 


See... 


thelargest exhibition of tomorrow’s 
office machines and equipment. 


Open daily 1:30 p.m.—10:00 p.m., 
starting Sunday, February 12. 


Hear... 


foremost speakers discuss what’s 
ahead in office automation— 
methods—personnel relations— 
cost control and management. 


Write now for tickets 
and complete program! 


OFFICE MANAGEMENT 
ASSOCIATION 
OF CHICAGO 


105 W. Madison St. Chicago 2, Illinois 


SEMINAR CO-SPONSORED WITH 


NORTHWESTERN UNIVERSITY 
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A showplace for Atlanta... 
a showplace for clean Cotton Towels* 





“Fairfax Towels used by Fulton National Bank Building Jd 
are supplied by Atlanta Linen Service, . — 


Beet 
Division of National Linen Service Coi poration > } . 
a .. : 
\s . Hae. 


@ The new FULTON NATIONAL BANK BUILDING was designed to furnish the 
people of Atlanta, Georgia with the most up-to-date, efficient and spacious 
banking facilities possible. In addition to the bank itself this completely 
air-conditioned 25 story building provides office space for many leading 
local and national concerns. 

Naturally, management of this ultra-modern building is anxious to com- 
bine complete tenant satisfaction with top operating efficiency and sound 
economy. Carefully conducted tests showed that this meant cotton towels 
in all washrooms. The soft, at-home touch of cotton goes a long way toward 
maintaining the excellent tenant-management relationship which exists. 
And from a business viewpoint the lowered maintenance costs, reduced fire 
hazard and cleaner, tidier washrooms add up to real efficiency. 

Take your cue from wise management — give the towel job to cotton in 
your office building, plant or institution. Write for free booklet which ex- 
plains how cotton towel service will help you. The address: Fairfax, Dept. 
G, 65 Worth St., New York 13, N. Y. 


Here’s How Linen Supply Works... 


You buy nothing! Your linen supply dealer furnishes 
everything at low service cost—cabinets, pickup and 
delivery, automatic supply of freshly laundered towels 
and uniforms. Quantities can be increased or de- 
creased on short notice. Just look up LINEN SUPPLY 
or TOWEL SUPPLY in your classified telephone book. 


Clean Cotton Towels... 
Sure Sign of Good Management 





fFairtax:lowels 


A PRODUCT OF WEST POINT MANUFACTURING CO. 
WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH STREET, NEW YORK 13 


(Circle 847 for more information) 
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THE MAN 


Lawrence Cowen, 
President 


THE COMPANY 


Lionel Corporation 


THE DESIGNER 


F. V. Gerstel, Inc. 


WITH EXECUTIVE HEADQUARTERS in 
New York, Mr. Cowen spends only 
a limited time in his office at the 
New Jersey plant. Meetings with 
the production manager, personnel 
manager, and technical staff are 
usually compressed into a_ few 
hours’ time. For that reason, his 
office has been centrally located, 
equidistant from the production 
and administrative departments, 
and just opposite the large confer- 
ence room. 

A large expanse of windows per- 
mits the use of darker tones on the 
wall to subdue any strong day- 
light. Sheer curtains drawn over the 
entire window area, finished off 
with printed draperies on each end, 
create a background for the corner 
plants, which are accented by light- 
ing from above. 

Heating and air conditioning 


et 


where they y 


THRE OPrLCes 


units, and storage cabinets with 
sliding doors in bleached walnut, 
are built in below the windows 
from corner to corner. A specially 
designed 6’ curved desk contains 
drop-leaf ends. When open, this al- 
lows for 8 chairs to be arranged 
around the unit for conferences. 

The chairs are upholstered in 
off-white leather, and the high back 
swivel chair is in dark brown. ‘The 
carpet is beige, with beige tiles be- 
hind the desk for easier moving of 
the desk chair. A storage cabinet 
with white leather doors holds an 
abstract welded steel sculpture. A 
hanging ceiling contains plastic- 
bottom, which holds recessed fluo- 
rescent fixtures. 

Between the door to the office 
and the door to the closet, a 
slightly curved recess contains an 
abstract mural suggesting the birth 


oo 


O F 
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of a train. The combined desk and 
conference table has proved to be 
a most convenient design for a busy 
executive who calls meetings at the 
spur of the moment. The abstract 
mural and sculpture represent the 
personal taste of a progressive in- 
dustrialist. m/m 
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only AIRTEMP 
WATERLESS 





“Packaged” 
Air Conditioning 
can give you all 








y 100% Waterless Cooling—Airtemp waterless 
packages use no water whatsoever—only air 
and electricity. You never have to worry about 
summer water shortages! 


Z| Quieter Cooling—in most installations, the 
Airtemp condensing unit can be remotely located 
—on roof, in storage room, basement, or out- 
side building. All sound of air conditioning is 
kept outside the area to be cooled! 


Costs Less to Operate—no water bills to pay 
for air conditioning the Airtemp waterless 
way! And years-ahead Chrysler engineering in 
every detail is your assurance of highest oper- 
ating efficiency. 


4 | Costs Less to Maintain—no water leaks, no 
water scale problems. No cooling tower ‘“‘clean- 
outs” because no cooling tower is necessary. 
And a longer-life of trouble-free service is built 


of these big advantages! 


into the famous sealed Airtemp radial com- 
pressor which operates without vibration. 


5 | Greater Flexibility of Application — versatile, 
matched units in the broad Airtemp waterless 
line may be installed in a variety of ways to 
provide the best answer to every applica- 
tion problem. 


6 | Expert Installation and Service—your nearby 
Airtemp Dealer is a factory-trained air con- 
ditioning specialist. You can rely on him to 
install your equipment properly. And, long after 
the job is done, you can rely on him for prompt, 
efficient service. 


Guaranteed Dependability —all Airtemp 
‘“‘Packaged’”’ Air Conditioners are precision- 
engineered. Each unit is factory-tested before 
shipment. And dependability is further guar- 
anteed by a 5-year warranty on the entire re- 
frigeration circuit! 
















































































THE 
FORWARD LOOK 
IN 
AIR CONDITIONING 


Phone your Airtemp Dealer now 
(he’s listed in the Yellow Pages) for a 
free survey of your air condition- 
ing requirements. Or write Airtemp 
Division, Chrysler Corporation, 
Dayton, 1, Ohio. 


the really complete line for ’56! 








DIVISION 
CHRYSLER CORP 


Airtemp gives you a big choice in both waterless 
and water-cooled packaged air conditioners. 


13 sizes from 2 H.P. to 30 H.P. 


AIR CONDITIONING * HEATING FOR HOMES * BUSINESS * INDUSTRY 
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Sanetel 





. 
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ONCE A MONTH 


PROGRESSIVE signals, always visible, | 


show the inspection schedule on a 
monthly basis. Various colors designate 
type of work to be done. When work is 
completed and entered on record card, 
signal is advanced to month in which 
next inspection is due. 








ONCE A WEEK 








| LOCK-IN CHAIN signals ... 4 windows 
each a different color, reveal the week 
within the month when inspection is 
to be made. With both month and week 
signalled, you avoid missing semi- 
monthly inspections or those requiring 
more frequent attention. 


More and more, increased production 
depends on effective maintenance. The 
secret of successful Preventive Main- 
tenance is accurate scheduling and 
rigid adherence to the schedule. 


Acme Visible record equipment, with 
Acme hinged pockets and the two cards 
on one hanger feature, is ideal for fol- 
low-up control. Each machine and 
motor is listed on an individual card 
placed in the back of pocket—in facing 
pocket a “‘History of Repairs’ record 
is placed, with signals always visible, to 
indicate the next inspection or lubrica- 
tion date. ‘“‘Spare Parts in Stock’”’ record 
card is hung on the same hanger as pock- 
et carrying “History of Repairs’”’ card. 





1 ACME VISIBLE RECORDS, INC. Crozet, Virginia 


Eg visiece| 
RECORDS SYSTEMS 
will be on display 





a We are interested in Acme Visible equipment for 


LJ Have representative call. Date. 


LJ Send us more information and literature on Preventive Maintenance. 


records. 





KIND OF RECORD 














Time 
SPACE 1422 p 
| 
NATIONAL PLANT = ‘iia 
MAINTENANCE SHOW | 
Convention Hall Address 
PHILADELPHIA, PA. | city Zone State 


JANUARY 23 to 26 l 
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NEW PRODUCTS IN THE EDITOR’S MAIL 


High-speed electronic camera 
simplifies repetitive listings 


ai | 








Developed to meet the needs of business 


firms which publish repetitive listings, a 
new electronic camera operates in conjunc- 
tion with a tape-operated composing ma- 
chine to produce offset printing plates. 


Using standard size cards, the machine 


photographs 230 cards per minute. 
For 


mercial Controls Corp., 


Com- 


Ave., 
892 


more information, write to 


1 Leighton 
Rochester 2, N. Y.; or circle number 


on the Reader Service Card. 
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PR I NS WON acca rcsevienchatasecescevvetecsnetascistess 
Agency: E. H. Brown Advertising | 

Aero Mayflower Transit Co. 6 
Agency: Caldwell, Larkin, & Sidener-Van Riper, Inc. 
All-Steel Equipment Inc. 36 
Agency: E. R. Hollingsworth & Assoc. 

American Automatic Typewriter Co. 41 
Agency: Frank C. Nahser, Inc. 

American Hardware Corp.— 


Corbin Wood Products Div. . 44 
Agency: Horton-Noyes Co. 
American Lithofold Corp. ... 26 


Agency: Burlingame-Grossman Advertising 


APSCO Products Inc. .......... a 23 
Agency: Julian R. Besel "y Assoc. 

Bankers Box Co. ..... : 35 
Agency: Frank C. Jacobi Advertising 

NE aac cicprasesneddebesssteacnieanoeas 34 
Agency: Richard N. Meltzer Advertising, Inc, 
Charles Bruning Co., Inc. . 51 
Agency: H. W. Kastor & Son viscid Co. 
Burroughs Corp 31 
Agency: Comenel. Ewald Co. 

Calculagraph Co. .......... Tore 23 
Agency: Reid, Decker & Stocki, “In 

Calumet Manufacturing Co. 9 
Agency: The Martin Co. 

The Carter’s Ink Co. : 32, 33 
Agency: Hoag & Provandie Inc. 

Chrysler Corp. ....... Sis 49 
Agency: Grant Advertising, Inc. 

Columbia Ribbon & Carbon Mfg. Co., Inc. 30 
Agency: E. M. Freystadt Associates, Inc. 
Corry-Jamestown Mfg. Corp. ............::c:ccceceees — 
Agency: Walker & Downing, General Agency 
Cramer Posture Chair Co., Inc. os 46 
Agency: D. L. Goldsberry & Co. 

Cummins-Chicago Corp. ; 29 
Agency: Waldie & Briggs Inc. 

Detroit Lectern Co., Inc. 30 
Agency: Ross Roy, Inc. 

Eastman Kodak Co. 27 
Agency: J. Walter Thompson Co. 

Elbe File & Binder Co., Inc. 43 


Agency: Kenneth L. Nathanson Assoc. 
(Continued next page) 




















for increased office efficiency 


SOUNDEX 
PARTITIONS 


. . - soak up noise 
like blotters 
soak up ink! 


HERES WHY 


Partition panels 
consist of perfor- 
ated surfaces 
over acoustical spun 
glass and “‘float- 
ing” sound baffle. 
Incoming sound- 
waves are trapped, 
snubbed and dis- 
sipated. You'll love 
the silence... 


WRITE FOR 
FREE CATALOG TODAY. 


ELITE 


2417 EASTERN AVE., S. E., GRAND RAPIDS, MICH. 





GF 
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“er ICH VALET} 


This attractive $-6 Office 
Valet ends the “wraps prob- 
lems” in private or small 
offices. Prevents piling on or 
crowding — holds coats 4 
inches apart on fixed cen- 
ters; aired, dry and in press. 
Hats rest on highly em- 
bossed ribs in slotted (dust- 
free) shelves. There 
is a_ built-in ume 
brella stand and off- 
the-floor shelf for 
overshoes in the 
base. 
So engineered it will not tip 
over under uneven loads, 
the S-6 Valet is strongly built for life time 
service of heavy gauge and square tubular 
furniture steel. Finished in a choice of modern 
baked enamel colors and finishes. It is one of 
a complete system of interrelated and inter- 
locking wardrobe units that efficiently answer 
wraps problems of offices, factories, schools, 
churches, auditoriums, homes and public build- 
ings. Write for bulletin OV-22 


VOGEL-PETERSON CO. 
1127 West 37th Street e Chicago 4, Illinois 
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Federal Telephone & Radio Co. 3 
Agency: J. M. Mathes, Inc. 


Felt & Tarrant Mfg. Co. 19 
Agency: N. W. Ayer & Son, Inc. 

Filmsort, Inc. 41 
The General Fireproofing Co. 2 
Agency: The Griswold-Eshleman Co. 

The Globe Wernicke Co. 52 
Agency: Strauchen & McKim Advertising 
do Se eee a . 50 
Agency: Norman-Navan Advertising 

Graphic Systems 35 
Agency: Diener & Dorskind Inc. 

The Haloid Co. 42 
Agency: Hutchins Advertising Co. 

Hamilton Mfg. Corp. 16 
Agency: Caldwell, Larkin, & Sidener-Van Riper, Inc 
Hammermill Paper Co. ice 8 
Agency: Batten, Barton, Durstine & Osborn, Inc. 
Harter Corp. 26 
Agency: Lamport, Fox, Prell & Dolk, Inc. 

Interstate Rubber Prods. Corp. 39 
Agency: Walter C. Davison Co., Inc. 

The Kohlhaas Co. 42 
Agency: Frank C. Jacobi Advertising 

Lamson Corp. 37 
Agency: Chapman-Nowak & Associates, Inc. 

The McBee Co. “! sereieonieeya 14 
Agency: C. J. LaRoche & Co. 

National Cash Register Co. es 20 
Agency: McCann-Erickson, Inc. 

Office Management Association of Chicago 47 
Agency: Foote, Cone & Belding 

Outlook Envelope Co. ; we 24 
Agency: Arthur C. Barnett Advertising 

Oxford Filing Supply Co., Inc. 24 
Agency: Joseph Reiss Associates 

Pitney-Bowes, Inc. ; 43 
Agency: L. E. McGivena & Co., Inc. 

Radio Corporation of America ._. tz; .%3 


Agency: Al Paul Lefton Co., Inc. 


Record Controls, Inc. wee 43 
Agency: Campbell-Sanford Advertising Co. 


Recordak Corp.— 
Subsidiary of Eastman Kodak Co. 7 
Agency: J. Walter Thompson Co. 


Remington Rand Inc. 1c 
Agency: Leeford Advertising Agency, Inc. 
Robertson Photo-Mechanix, Inc. Bacencess 22 
Agency: Hitchcock & Becker Advertising 


Royal Typewriter Co.— 
Subsidiary of Royal McBee Corp. 17 
Agency: Young & Rubicam, Inc. 


Rudd-Melikian, Inc. 38 
Agency: Gray & Rogers Advertising 

The Shaw-Walker Co. ............ Bert wenniigtaateaves . 28 
Agency: J. Walter Thompson Co. 

Charles C. Smith, Inc. : 42 
Agency: Ayres, Swanson & Associates, Inc. 

The Sturgis Posture Chair Co. : . 30 
Agency: Blaco Advertising 

Tab Products Co. 18 
Agency: Barnes Chase Co. 

TelAutograph Corp. 25 
Agency: Hill & Christopher Advertising 

Thomas Collators Inc. dscns 38 
Agency: Wehner Advertising 

U. S. Plywood Corp. . ; 44 
Agency: Kenyon & Eckhardt Inc. 

Veeder-Root, Inc. 23 
Agency: Sutherland-Abbott 

Victor Safe & Equipment Co. 18 
Agency: Leeford Advertising Agency, Inc. 
Vogel-Peterson Co. . 50 
Agency: Ross Llewellyn Inc. 

Wassell Organization 39 
Agency: James R. Flanagan Advertising 

be = ag Ea 
Agency: Griffith & Rowland Advertising 

Weber Addressing Machine Co. _.._....... 22 
Agency: Glenn, Jordan, Stoetzel, Inc. 

Wellington Sears Co. ....... . 48 
Agency: Ellington & Co., Inc. 
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~ “Copy Cats Make 
Costly Errors 


THAT BRUNING 
COPYFLEX ELIMINATES 


Mechanical copying with Copyfiex 
eliminates transcription errors, slashes 
clerical time and cost. 


Make no mistake about it! Paperwork has forced 
many of your clerical employees to become “copy 
cats’’—and your company is wasting hundreds to 
thousands of dollars each month because of it. 
Again and again, they copy original information 
from one departmental form to another by hand. 
Their manual copying is slow, costly. and prone 
to errors that hamper vital operations. 

Modern Copyflex does the work of ‘‘copy cats”’ 
—faster, at far less cost, and without errors. 
Basic information is written only once —depart- 
mental copies are mechanically reproduced from 
the original action paper. Letter-size copies are 
produced at less than a penny each for materials. 
Copyflex one-writing systems speed and simplify 
purchasing, production, shipping, invoicing, ac- 
counting, and a host of other operations. They 
free personnel for other important work, give you 
tighter control of operations, save thousands of 
dollars. 


% Ye x» 
PRK 
i \/ a / 


XY 





Copyflex machines are quiet, clean, odorless. 
They require only an electrical connection, can 
be operated by anyone. Mail coupon today. 











Find How Copyflex Can Simplify and Speed 
the Following Paperwork: 
Purchase Requisitions Accounting Reports 
Receiving Reports Payroll Records 
— Bills of Material Invoices 
i i Consolidated Reports Tax Returns 
Desk top Model 100 Copyflex copies orig- c 
inals 13 ashes wide by any length. Makes $ 50 Production Orders Sales Analyses 
up to 300 copies of different letter-size Shipping Notices Inventory Records 
originals per hour .....-++e+ee0e- e 











Copies anything typed, written, 
printed, or drawn on ordinary 
translucent paper —in seconds. 


Name__ Title 
Company : 


Specialists in Copying since 1897 Address ee 


a ee eae ae ae ae ae oe a 
\ Charles Bruning Company, Inc., Dept. 12-F 
| 4700 Montrose Ave., Chicago 41, Illinois | 
| Please send me information on the Copyflex process | 
and Model 100 machine. 
Hoy ' 
\ 
| 
| 





City County State : | 


CHARLES BRUNING COMPANY, INC., 4700 Montrose Ave., Chicago 41, Illinois 


In Canada: Charles Bruning Company (Canada) Ltd., 105 Church St., Toronto 1, Ont. ee ee ee ee ed a 


ol 


(Circle 861 for more information) 
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a | MANAGEMENT 
i METHODS 


Published by 
MANAGEMENT MAGAZINES, INC. 


22 West Putnam Avenue, Greenwich, Conn. 
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Pleasure begins in satisfaction; and your satisfaction begins the moment 
: 
you sit down at your Globe-Wernicke Streamliner desk, confident that } 
you have the most advanced metal office desk in America. The bold : 
beauty and sound functional design of the G/W Streamliner makes it 
2 © / 
the most popular choice of discriminating executives and professional 
men who want only the best. ae 
Want to know which of the 76 G/W Streamliner models : 
can help answer your problems? Have your secretary write t 
your Globe-Wernicke dealer, listed in the phone book’s “Yel- 
t low Pages” under “Office Furniture’, for a free illustrated ae 
booklet, ““Streamliner Desks and Tables’. Or, write us direct. | 
; } 
Sit G@ee- WER WN CK E 
CINCINNATI 12, OHIO | 
i 
MANUFACTURERS OF THE WORLD'S FINEST OFFICE EQUIPMENT YSTEMS: FILING SUPPLIES AWD VIStBLE RECORDS AUTHORIZED AT BRISTOL, CONN. 


(Circle 822 for more information) ACCEPTANCE UNDER SECTION 34.64, P.L. & R. 








